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ABSTRACT 

This curriculum guide is one of three docuiiients 
developed _ in 5^, community college proiect to meet the caree^and 
ybcatidnal needs of disadvantaged handicapped youth ^ (mainl^ the 
learning disabled , the educable mentally handicapped,- an dt^e 
emotionally handicapped) by assisting them to_aain and retain 
ftHl-time, non-subsidized emplovment^ The^curricuium guide, provides 
class activities designed to give "^-^inina in <1 j job survival 
skills, (2) the world of wor k , ( 3 ) independent _ living skiiis.r ( U) 
assert iveness training , f 5V money ^ mana qe men t.> and (6) inte r person ai 
ccmmunication. Actiyities^are also provided for- a " high support 
system" for student s - who - are involved in a work experience. It alsb 
contains an. Individual Career Plan to help . the student meet his/her 
career, employment goals. The curriculum guide is divided.^intc three 
modules. The first module^ "Personal Assessment^" provide's^ _ _ 
transition between high schbo l-_and the community college. Mc^dule 2, 
"Your Work Future," is designed^td further _ ass ist students vhd are 
emploved.fcy introducing the skills and \attit ude s most likel y _ to 
insure advancement and/br job security ._ Module 3^ "Job Search," is 
designed _tb assist the student_whp has lost his/her job or who wants 
to look for another posit Ibn ._ Each module contains behavioral 
obiectives^ suggested _ methbdblbgy ^ materials, si^gg^Sted teaching 
techniques, and learning activities. (KC) 
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The material cbritairied in this Curriculym' Guide was_develbped 
through a grant pro^iect condii^ted by Special feducatidrial Services 
at_t^sa Community College. The. project was furled, by Title III 
C.E.T.A._monies granted to the State Department^Pof^Educatiori for 
Special Projects, The project began in November of 1978 ^ arid the 
curriculurn was field tested Mth selected hi^ school studerits at 
Mesa Ceritral High School arid Ptoeriix East High SctK>dl . 

The goal of this project was to develop a program viiich wDuld - 
assist haridicapped ^^ttderits to gain and retain full time, non-subsidized 
empldymerit. . .empldymerit which would reflect the studerits* area:s 
of iriterest, as well a^ maximize the use of the individual's abilities. 

Focus iri the project was placed upon the needs of the disadvantaged 
handicapped; mainly the learning disabled (L-P.), the educable mentally 
hatTdicapped (E.M.H.), and the emotionally handicapped (E.H.). 

The curriculum provides class activities designed to give training 
in 1) job survival _skills, 2) the J^worid of TOrk**, 3) iTriepehdent 
living skills^ 4) assertiveness training, 5) money management , 6) in- 
terpersonal coniTTtiiication, and 7) to also provide a *Tii^ support system*' 
for students ^o are involved in a work experience. In addition, the 
first module is designed to give the student an orientation to the 
cQ iii ii un ity college and concepts of adult life-long learning. 

An Individual Career Plan (I. CP.) is developed by students during 
this first semester. This is an adult , post-secondary , individual career 
and work asfee.^sment tool with an educational plan designed to help the 
student meet his/her career employment goals. 

Group prcHcess is the primarys method used iri preseritirig the job 
survival skills and in creating the hi^ support system rieeded for 
successfully keepirig disadvaritaged and handicapped studerits rtetivated. 
Iri order to reach a miriimuiD eritry level for lecoriomic sufficiency, these 
stiiderits mUst develop the- riecessary skills for getting and holding a 
job. The modules preserited iri the guide are designed to present sorTie_ 
of the values and skills to those disadvantaged ard handicapped students 
who do not receive the environmental experiences conducive to job success 

The modules are a combination of group ^'supportive^^ counseling and 
didactic presentation of value and skill development materials. Ihis 
delivery system^ combined /i^th the more adtdt appeal of a community 
college setting^ is the uni^e element in this- approach to the career 
needs of the disadvantaged handicapped. 



ihc entire cui-Tic^Vliini is clivicli^d iiiLo'lhrec^ imxliijcvs, '\hc first 
module uns dc;^tgnod to takcni by j^racliuit i ii^^ Hi school seniors, during 
their iiist semester in high school. It provides a transition Ix^twcn. 
high school and the ccximunltv college, iritrbdijcing the student to college 
services, college life, and appi-oprlate courses to assist their job ad- 
vancement plans. 

:Students appropriate for Mcxlule I wcxild fc' identified by the school ^ 
c6cfrdiriator/Lns.tructor , during the student ' s fi rf>t semester of hi s/her 
senior year. These a[:)propriate students would be ix^cruitcd and those 
interested would be cmrcil led for the second semc^st er. 'Ilie class wlild 
take place after the reglilar school day aixl should held on the nearest^ 
contriunity college campus. Somc^ courses will, of course, iieed to 1x2 con- 
ducted off camjxis due lb transportatibn clif f i cult i es ; but vvherc pc^ssible , 
campus involvement will add greatly to the enhanecd self-esteem associated 
with being a "college student", 

- . ■ -: - --- ^ - ■- 

Module I i s designed as a four- hour c l ass . U consists ot tro hours 

of actual class wbii<:, arid two hours of class relaied wtjrK exjx^^rience , 

on the |ob with periodic instructor supervision. Most of the individual 

lessons in Module One have "Optional ActivitiesV' Vviiich the instructor ' 

may decide to use, rather than the "Suggested Methodology" on the lesion 

plan title page. 'Itie coordinator /instructor sfeuld feel free to adopt 

or adjust this su^:^ested purriculum, to meet the individual needs of 

his/her particular class. '^^^ Curriculum Guide iis only a suggested. _ 

list of lessons and activities and should be adjusted to the needs of the^' 

specific students in the class. 

Modules If and iff are two-semester hour courses, which do 

not necessarily have to be .'taken in sequence.. Module II is .designed 
to fm-ther assist student^'i,v>iio .are employed by introduciing the skills _ 
ard attitudes most likely jt^^nsure advanccanent and/or job security. It 
also assists the students sf^pj^nning for their_future and proyides the 
emcrtronal stipport necessarj^'^^- continued growth as a mature adult wrKer-. 

Module. Ill is. designed t^^. assist the student who has lost his jbb^ 
quit his jo&r or .Vsho want^ to , l<^k for another position more suited to 
his^_ interests and/or talents. Ihis module introduces the student to the 
skills necessary for a thorough "Job Search". Jt is expected that a ^ - 
student . enrolled in Module III would have cornpleted career e^qDloration, 
and would have a definite' area of interest before enrolling in the course. 

It is sincerely hoped that cattriunity college and high school personnel 
interested in thie development of this type of program_ will find this 
Curriculum Guide and the accompanying Program Development Ntenual^useftit . 
The Program Manual is the program implementaJt ion document that contains 
ideas and suggestions on methods and techiiijques fdund to he successful 
in instituting this approach between^ community college and the hi^ school 
districts in its service area. 

- - ^ . ' - , - ^ ... ..... . _ 

Further technical assistance "in. the tnplOTientat ion of this project 
in your school districts should ±)e referred to either Director, Special ^ 
Educational Services, Mesa CpnTrniTity College; or Director, Vocational'^^ 
Education, Arizona State 'Department of Eciucation. • ^ ^ 
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IMsRSONA 1, ASS I'SSMl'NT 



OB^JECTIVIvS ^ r ■ 

♦ 

1. To i^'oviclc stiiclcMits an i iitYtxluct i on Va ihc curriculum 
aixl class couLouL . 

2. To Ix^coiTX.^ awaro of facLor^s t h^U. nx^LlvaLc |KH)plc to wc:)rk. 

3. To show an Aiivlc^rsLaucIi n^-!; t)f th<^' rcl at i onshi p Ix^LvN^^cn 
a ^cxxl stH f -concept and siiccossfiil (mploymc^nt . 

4 . ;• To dc vo 1 op_ a pc r s ona 1 a w^ir e no s s ' o f t he re s pon sibLHlics 

of the worker in scx:iety. - 

- - - - - __ 

5. To loam effect ive job cor^mii^icat i on ski Lbs with [X?ers 
and supervisors. 

6. To develop, with student [xirticLpation, a post-secondary 
career plan. 



UNITS 



I. Introduction 

II. The Role of the Worker in our Society, 

nr. Scl f-Appraisal in Employment. 

IV. Personal Responsibility of the Worker 

V. CoTTTTiunication at l^rk 

VI. Individml Career Plan - i.C.P. 



MODULE I 



UNIT I rm-ROIXICTrON 
OVERVlEUy 

Unit: One is designed to set the structure anci tone for the 
units to follow. l>esson One includes an Iritrbductibn of 
instructor to students, students to one ^another, and an intro- 
duction to the college course structure. I^ossbn Tv^ gives 
an orientation to the college campus and to college sein/ices 
available to the students. The student should feel that 
he/she is indeed a college student and begin to relate to the 

differences experienced between high school and the more 

_ _ _ _ 1 

adult v^rld of the conmunity college. 

Lesson Three includes the students observing a college class- 
room and a further discussion of the more adult d^mSids 
learning and work vAiich are soon to ho expected of them. 
Ifiit Gne*s emphasis is to raise the student ^s awareness of ' 
these adult demarris and to introduce the community college 
.as one resource to assist the student in meeting these de- 
mands. The units also encourage the student to develop a 
positive identity as a college student. Students usually 
gain markedly in their self-esteem as they begin to relate 
to themselves as part-time community college students. 




MODULE 



UNIT I 
Lesson 



INTRODUCTIO? 
Individual I nt tpduc t ion 



OBJEGTIVES 



"^tollowing the classroom discussions: ^ 

1. The students ^^11 be aware of eacR of their ;<ork\ 
experience settings and their future work plans. \ 

2. The students, will recognize the differences between, 
their higfi school classes and this cormanity college 

- -i 'gS> 

class. 



e»jT^ 



introduction to course 



SUGGESTED - METHODOLOGY 

Individual introdiictibh, 
beginning with instructor 

Presentation of course 
requirements 



MATERIALS 



Rlackboarci and chalk 



ePTlCNAL AGTIVITIES 

"'ihc Introduction Name GanK?^' 



UNIT i IlvrmODUCTIDN 



3^ l.I 
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Lesspfi !•! Itxiividtial Introduction 



SUGGESTED TEACHING TECHNIQLES ,i 

L.D. — E.M.H. 1 > 

\ 
\ 

Classes should be formed in a circle for best group 
interaction and discussion. It is suggested that this 
class structure be followed through the rest of the 
units as it provides the best climate for group supportive 
interaction. 



The ins^^ctor should write suggested areas for student in 
troductibns on the board or large newsprint. Discussion 
questions listed below. ^ 



Instructor should begin by introducing him- or herself 
and acting as a model for students to follow. 

InsttTictbr stould be prepared to ask questions to 



stimi^ilate student's response. 
SLOSE^liD QUF:STI0NS: 

1 . Where do you work? 

2. What kiTxl of job do you have? 

3. Wfiat is yoin- rate of pay? 

4. What ty[)e of traMsportat i on do you use? 
.5. l^int is Lhc 'local ion of your job? 

to - 

6. Whzit are your hc7[:»[:)i cs , or dreams , etc. Tel! 
anything, you mig,ht like the groiip to know. 



MOXJLE I 



UNIT I INTRbi3(J(JI10N 

Lesson 1.1 , Iiidivlduai introduction 

OFTICmL ACTIVITY Intrcxinction Name Game 

This activity is best nsed when manv individuais in the class do not 
know one another. The Lnstrvictor begins the activity by saying that 
by the end of the t^c<ercise, everyone will know evervone ' s name in 
the class. As an ex^imple, the' insLnictor nses his first nan^e and 
adds an adjective that either rri\m\s or .otherwise Is associated with 
; it: Example :T , '^S^^m"-add the adjective ''SvifX?r", and the introduction 
name becomes "Super Sam", hlxanple }^2, "BcnV , adding the ad jective, 
"Gentle", the intrcxiucti on names bc^come^ "Gentle Ben".; 

The instructor should caution the stixients to use only "posit^ive" 
adfectives and not allow .1 student to use a negative one. It is , ^. 
important that the class fcgin with {x^sitive rei nforcenxjnt to the 
individual's self concept so that c^. supportive atmosphere will be 
crr-ateH. A negati^X^ experience i^%H to familiar to most of these 
sttKlerits. 

'The instructor again begins the exercise bv saying, "I im Super Sam, 

and I'm glad to In chiss with...", 'there the instnictor v^^ul d ^ 

insert the name *f the fx^rson to his ri ^;ht ; "^I am Super Sam, and 

I'm glad to \y: in class with (k^nt I e Ben". "tentle Ben" then repeats 

the phrase, "I am Tit^ntle I^mi /irxl I'm :\d to Ix' in class with Suyx^r Sam". 

'Ihe fx^rson then to tho rj^ht of 0-ntl(» Ik-n says his "i nt nxluct i o 1 

nanK^" aivl n'|xvits the pliras^^ "I'm Sw^u-t Sue, and I'm glad to Ixj 

in class with (]<'ii(le Hen aiTl Su[vm' Sam". 'Ihe i iit rcxiuct 1 ens thml pro- 

ceinl anniiKi (He el.iss roofii with a 11* -w iiaiDe^-lded ^'aeli t 1 n)e until Uie 

last ix-rson must r<'[>eat all (ho naiiK-s el t[i<' entiro ela:;s: 

ir^sinKMoi" slion!d hel |) ( li*' ',MkI^'ii('. il ( If - v have d i f t i et 1 1 t y in 
roiiKjnil)ei-i M)^ jH^evioiis iiam<-s atKl ii/Jiiv^e. Ihe iir.tnufoi should /il so 

}iav(^ a r<'W |)e()|)b' wlio iniM.il I V U>)\an }^,iu¥^ yy> aronii^i tjie entire 

roorii fo ii they i i -oa I I ov/< > iv( )ni • ' • . naiiK-. ^ 

EKLC 



MODULE 



UNIT I INTRCOJCTICN 

Lesson 1.2 Orieritatibri to College Campus 

BEHAVIC^ OBJECTIVES 

Following the classrocxri discussions: 

1. Vne student will be familiar with the conrmiiity 

college carrpus and the services available to 

him/her. ^ 



CONTEOT 



Campus Orientation 



Toun campus and describe 
services available 



CampUs map 



Discuss how college differs 
from high school 



Student handbook 



UNIT i 



iNTR6DtjCtiON 



\ 



Lesson 1.2 



©rientation to College Campus 



SegGESTEB TEACHING TECHNiqUES 



L.D. — E.M.H. 



E.H. 



The high school coordinator/ instructor should enlist the 
college coordinator's help to secure a campus tour guide 
if the instructor does not have adequate knowledge ,of the 
campus. A campRos map is usually helpful with an e^q^lanation 
to the students about uhere they are going on the campus ,t 
before they begin the tdUr. The instructor should schedule 
t^me for a meal (lunch) or a snack in the "Student Union - 
Cafeteria" to give the stud.ents a chapce to e^^rience 
offiother difference in the atmosphere arid structure of the 
institutions. 

CdntTion campus s^^jjLces to be toured include counseling 
and advisement / admissions^ job placement, financial aids, 
library -bookstore , and career center. Students, vfere 
pofesible^ should be introduced ta campus personnel in 
oach of these service areas. 

A:discussion of the^ areas toured, services available^ and 
how college and high schools differ should take place 
after the tour. TOis particular lesson may need to be 
longer than the normal class session. This activity 
will ustially takfj, a full two hours. 



lo 



Following t:he classroom discussion: ^ 

1.' Ili^/siudent will gain van awareness of what a college 
clas's is like, and how it might differ from Iiis/her 
high school experiences.' ' . 



Classroom Observation 



SUeXiESTfS METHODOLOGY 

Visitation of a college 
class in progress 

. : Discussion of how college 
classes differ from e^ach 
school . . ' 



■- V 



MATERIALS 



Paper and pencils 
Blackboar'd , ' chalk 



- or large newsprint 



* GPTiCKAL ACTiViTIES 



UNIT I . lOTRCBUCTIGN 

Lesson 1.3 Classroom Visitation 

Sl^^^STED TEACHING IBSHNIigjES 

L.D- — E.H, — E.M.H. . 

Arrangements should be made with college instructors 
of appropriate college classes; e,g,, remedial math 
and English, Ctcupatiorial andf Career classes. The 
classes should be picked so that the material presented 
: is not overv*ielming to the students. The class sfould 

be divided into small groups for the class visitation. 

Students shotdd be encouraged to look for differences 
in college classes as compared to hi^ scfool classes. 
After the visitatioY:^, students should discuss thisir 
experiences with the instructor and class. The 
instructor should stimulate discussion with appro- 
priate questions and write student responses on the 
blackboard . 



i,9 
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MODULE I 



UNIT.. II THE ROLE OF TtE WORKER IN SOCIETY 



OVERVIEW 



This unit is designed to present a discussion of positive work 
values and attitudes which many disadvantaged do not t-eceive frorn 
their normal environmental experiences. iViese values and altitudes 
are critical to success in the w^rk ^^Id. _Many students ^o are 
handicapped and/or disadvantaged have the mental 5nd_physicaJ. 
ability to perform in a work seating. _Their attitudes and uork 
values, however, are what determines vitiether they are successful 
in their work setting. * ' ~ : 

LESS^ WE: What is Work focuses 4n helping the student define 
work and how it relates to jobs he/sne has, or has had, in the 
past. The lesson presents the concept of work as the combination 
of three basic element^: 1) satisfying one^s own needs, satis- 
fying others*- needs, and 3) putting forth conscious efforts to 
achieve the first two. ' * - ^' 

Most students usually think of work as being something ^they do 
not want to . do. -They think of . work as scxr^thing unpleasant^, and • 
try to avoid it whenever possible. Work, hov^^ver, can and should 
be something more. If the student can see it>I^ . satisfying rpr 
himself /herself and others^ it might encourage him/her to thi'tik 
of WDrk in a rrbre positive way, and approach work with a positive 
attitude. 



LESSON TWO: Why Work is designed to have- students grapple with 
their own, and other's reasons for working.; Students need to 
struggle iNath the concept of l^Jhy Wor k at a very .basic level 
It provides the basis for the motivation needed by many of the 
students to change and/or modify their attitudes or behavior at 
work. 

LESSC^ THREE: Values introduces the student to sitmtions ifJhere 
he/she must delineate tho'se values which are most important to' 
her from those that are of lesser importance. These values are , 
then related to their uork situation. 

^SSON FOUR: Work Attittxles asks, students to identify nega- 
tive and positive work attitudes and how they are manifested be- 
havi orally. They are also asked to connect negative job attitudes 
i^^th^^ difficulties these may create on a job. 



r 



MOXJLE I 



UNIT II THE ROLE ?F THE IN SOelETY 

Lesson 2-1 What is Work 

BEHAVIORAL OBJ ECTI\/ES : 

Following the classroom discussion: 

1. The stiBents will identify their current concept 
of the meaning of v>^rk. 

2. The student will deyelop. an. understanding of the- 
importance of work in fulfilling their, needs, 

O and the needs of others, 



Definition of Work 



SUGGES 



. Activity - 'Wiat is Work*^' 

Transparency 2,1.1' - 
"Is Tbis Work" 

. Worksheet 2,1,1 - "Is This 
Work" 

. Transparency 2,1.2 - 'Work" 
. Worksheet 2.1.2 - 'Work" 



MATERIAJ^S 



Overhead Projector, Blackboard 



Transparencies - "Is This Work' 
and "Work" 

Worksheets. "Is .This Work?", 
and "V/ork" 



Ol^IONAfc ArrriVlTlI'.S 



^ Robert Nolsohj pro ject din^ctor, A;E;I.; Career Ifcci si on-Ntikin^^ 
(Hloomiiir.ton, Illiiiois: HcKhij'.Ht I^ibl i shi nr, Co . , 1978) 
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UNIT fi 
Lesson 2.i 



THE R0LE OF THE WORKER IN SOCIETY 
WhaE is Work 



S03GESTED TEACHING "^CHNIQUES * . - ^ 

L.D. - E.H. 

Students should be given Worksheet 2.1.1 and then 
shown transparency 2.1^.1. They^should try to 
answer questions on t±ie worksheet axxi then use 
the blackboard to record the groups _V ans^A^rs . ' 
Disagreements anxpng the students' will be helpful 
ip stimulating discussions arid clarifying a de- 
finition of work. The instructor shouJ.d then use 
transparericy 2.1.2 to further clarify the definition 
of work arid how this relates tb vprk they are doing, 
arid have done in the past. / 

.... . . _i _ . . _ . ^. 

Student worksheet 2.1. Prelates back to transparency 
2.1.1 and asks the students more detailed questions 
about what separates work activities. 



E.M.H. ' ^ 

. 

DeperKiing on the level of intellectual fxinction of 
the class 5 the instructor may want to spend: some 
time explaining '^own needs'^: and '/other people's 
needs" on transparency 2.1.2 by giving specific 
examples (i.e., own needs; food, shelter, clothing, 
etc., and other people's examples from their., 
work, is helpful). Classroom time will also dictate 
whether transparency 2.1.2 and worksheet 2.1.2 are 
used . 



^jWrr II ^ IHe Bole QE tfie'Wbrfeer In Society 
inion 2.1 itiat 18 Wbs* , - 




MODULE 



UNIT II , 
Lesson 2:1 
Worksheet 2.1-1 



/ ] 

THE ROLE OF THE WORKER IN SOCrETX 
What Is Work 




Is Th|s Work? - 

Let 'see what you have learned^ about the term, '^work". Look at the 
Transparency 2.1.1, ard ahsv^^r the questions below^« Decide if the 
person in ;;the t ra ri^a rency is '"working''. 



Picture 



Is the person working? 
£f not 5 v^iy not? 



II 

Are the person's own 
needs being satisfied? 
Which ones? 



Ill 



Is the ^rson sat iky- 
ing other people's/ ^ 
needs? -Which ones? 



B 



D 



ERIC 



WIT II The Role Cf 'The ^Worker In Society . . ' . 

■ ■_ __ _ ' ' • , ■ ■ i 

Lesson 2 ;1 What is Woirk , 

I^ansparency 2,1,2 " ' ? / . ' 
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UNIT II ' /■ THE ROLE OF THE WORKER IN SOCIETY 
. Lesson- '2 .-1 What is Work 



MODULE I 



Worksheet ^2. 1.2 Work 

' - - . ■ p 

Work- Words . - . 

. . , .1. List wrk TOrds.on blackboard 



school W0rl<^v 



. honxs"wprk >■ 

housework 

paperwork 
^- 'Social . work : 
'\ volunteer .work 

workhorse 



Ask students for. any additions which are not listed* 



EKLC 



Have students think about the meaning of the word 
work . Is it something one always is paid for? 
DLscu^ss how work can help people satisfy: indiyidiial 
needs . 
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MCXXJLE I 



UNIT II 



THE -ROLE OF THE WORKER IN SOCIETY 



Lesson 2,2 



Why Work? 



BEHAVK^L OBJECTIVES 

Following the classroom discussion: 



1, The students will identify their reasons^ and 
: others* reasons for working. , - 

2, The students will gain knowledge in what 
preparations are necessary to reach their 
work goals. 

COOTElSrr ' SUGGESTED METHODOLOGY 



Exploration of Work Motivators 



Activity - Collages (collection 
of pictures depicting reasons for 
working j 



Discussion and group listing 
of work motivators. 





Magazines 



Glue 



Large construction paper 



Blackboard - chalk, or large newsprint 



OFtlCNAL ACTIVITIES ' 



•Why People Seek Jobs^' 



Bulletin Board - * You* re in the Spotli^t 



1 1 



* Nelson, loe cit. 



J5 w 
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UNIT TT 
Ij^sson 2.2 



l4iv Work 



SUGGESTS) Tf^CHING TEGHNICjJvS 
b.D. - E.H. 



E.M.H. 



The instructor m^iy wish to introduce the optional 
activity ^'Why People Seek Jobs'* to the students 
first, and then let them graphically display in 
the collage how they rndtviclmlly interpret the 
hierarchy of needs as presented in the activity. 
This can help stimulate the students^ use of the 
collage, and the discussion afterward. 



The. optional^ activity could be used at the 
discretion of the instructor. Again, the time 
factor and the more complicated nature of the 
material might dictate the use of only the main 
activity. 



( 

^'8 
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MODULE 



li THE ROLE of' ^"HE: MORKEK iN SOGIBiY 

2-2 Why Work 

0^rX^^^__^A^ V fe^opte ^^S£E Jobs 

Piscuss vrf-th ^-^Uclcnts how sori^ hv^n needs are satisfied directly 

v^^orkin^, ^eeds may be^^ti^fted indirectly by the mc)ney a 
j^b provides. J^t^ect-^atisf^SEion may~te^ (list on board while' 
^^sc^^sing) 

' personal ^^^^evement 

' status 

' recognition^ 

' good self-^^ncepts, self-^^^FH^^ct 

' power 

' independence 

(SttKients need more e^lari^tion of terms) 

2^ |j^Hi^rec^_sat^ vJiich a job may provide are: 

^ q^se nia>r^^^^^^^Frs ted acfOss f^om previous list) 

- (Clothing 
' housing, ^hel^g- 

5ecurity. 
' ftilfill t^ly needs 



(add any 



^'^^tidns which ^^ents may have) 



^g^^^hes, bulletin board, botch^^ Paper, glue or pins. 

^ti'^ty is s^ne collage done Lesson 2, with these variations: 

prepares t^^^tin board, ctJ^tir^ pictures from magazines, showing 
People v?ork. ^tctures are n>^^t^ on bulletin board and discussed. 
l^J.etin boai"^ rr\^y ^ refen*^'^ to dpring remainder of lessons. 



n 



o 
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MODULE I 



UNIT II IT-Il^ ROIJi; OF im WORKLK IN 5>0Clri:iY 

Lesson 2.3 . Vfcrk Values 

t • 

BO-IAVIORAL OBJECTIVES 

Following the classroom discussion: 

1. Stlidents will be able to state those vrork 
values that are most important do them. 

2. Students will have discovered how their 
behavior at work is related to values vAiich 
they hold. 



COOTEl^ 

Valties Clartf teat ton 
Relatinp, Behfevior to Values 



SUGGESTED ^fi?mOlX)LOGY 

Activity "What's Important", 
Worksheet 2.T. 1 

Lead a discussion on "^'Jhat You 
Do Reflects What You Believe" 



MATERIALS 

Worksheet 2.3.1 - "What's Important" 
Blackboard - Chalk 



OPITQNAI J ACTIVITIES 

- Million Dollar Story 

^ Most Liked and Least Liked Job 

^ Cool Seat 



Calvin J. Daane, Vocational Exploration Group 

(3rd ed. Tempe, Arizona: Studies for Urban Man, Inc., 1972-1977) 
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MODI If. I-: [ 



UNIT 11 'Iliis ROi:!^ OF 'lllK ramR IN SOCICTY 

Ix-^sson 2; 3 Work Values ... 
SUGGE5rFiS TEACHING TECHNIQlfE S 

h.D. - E.H. - EMM. 

This lesson can easily be made into tu^; ci.i.^>s pericxls iiistead of 
one. The instructor is asked to use his/her discretion as to the 
particular needs of the students. Several optional activities 
a re pi'e s e n t ed wi t h this lesson and a re < ?,e n c r i: i y be 1 1 e v s ui t ed 
^ for L.D. aixl E.H. students. If the exercises are used with E.M.H. 
or' high level T.M.H. students, the instructor may find optioruil 
activities 1 and 3 more useful. 



These activities are available through Voc^^ i ona 1 Ex pl^:>r^ a t i on 
Group , (3rd ed. Temfx: , Arizona, Studies for Urban Man, Inc. 1972- 
1977). The entire V.E.G: program is a resource for not only this 
exercise, but for Module III also. The material is easily adaptable 
for E.M.H. and L.D. students and provides the students with job ex- 
ploration and values clarification and how th y interrelate. 

Activity 2.3.1 takt^s 17 conTT>on values and tias the students rate the 
17 in their own priority. The instructor can vary the exercise by 
having, the cl^ss divide into four small groups, having each group 
prioritize the list, and then cc^nparing the values of each small group 
The instructor can also do a large group com|X:)sitc to see what the 
group feels are^he top three values and the bottom three values. 

^^^^ ' 
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MODULE I 



UNIT II THE ROIE OF WE WORKH^ IN SOCIETY " 

Lesson 2 . 3 What ' s Important 

Worksheet 2.3.1 , ' 

VALUE^ SURVEY { 

Below is a list of _17 values arranged in order. You should 
arrange them in order of their importance to YOU. 

_ Study the list carefully.. Then place a 1 next to the value 
which is most important to YOU ; place a 2 next to the value which is 
second most important to you, etc. 

Work slowly and think carefully. If you change your mind ^ feel 
free to_ change. your answers. The end result should show how 
you really feel. 

A C(>1F0RTABLE LIFE (a prosperous life) 

^ EQUAtlTY (brotherhood, equal opportunity for all) 

m EXCITING LIFE (active life) 

FAMILY SECURITY (taking care of loved ones) 

, FREEDOM (free choice) 

^ HAPPINESS 

MATURE LQVE 

^ NATICmL SECURITY (protection from attack) 

- PLEASURE (an enjoyable life) 

. SELF-RESPECT 

A SENSE OF ACCOMPLISHMENT (Making a contribution) 

PvESPECT 

TRUE FRIQ®SHIP 

- WISDOM (understanding of life) - ; 

V-^ A WCXOJD AT PEACE (freedom from war and conflict) 

- , A WORLD BEAUTY (beauty of nature and the arts) 
RELIGIC»^ (church) 




I 

/ 
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MODULE I 



UNIT II 
Lesson 2.4 



THE ROLE OF THE WORKER IN SOCIEIY 
Work Attitudes 



Following the classroom discussion: 

1. Students will be able to identify positive and 
negative work attitudes. 

2, Students will be able to identify behavior at 
WDrk that reflects their attitudes tov^rd work. 



Positive-Negative work attitudes 

Behavior as reflections of atti-^ 
tudes 



Filmstrip 



SUGGESTED MCn-DDOLOGY 

^W_^^y^?^ Attitudes Checklist 
Worksheet 2.4.1 or 2.4.2 

Filmstrip 'Trouble on the 
Jdb"i Filmstrip 2 ^ 'Tailing 
to CorrniLinicate'' j with 
suggested questions. 
Activity 2.4.2 



MATERIALS y 

- - ■ 
Blackboard 

Worksheet 2.4.1 or 2.4.2 

Filmstrip projector 
Cassette player 
Filmstrip and Cassette: 

"T?ouble on the Job'' 2.4.3 



OPTI(»iAL ACTIVITIES 



^"Succeeding at Work" 



^chard Howard, "Succeeding at W^rk", Unemployed Ugl ies ( Liverpool , 
N^w York: Frank E. Richards Publ?sher, 1966) 
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UNIT II 



WE RQbE OF THE WORKER IN SOCIETY 



Lesson 2,4 



Iv/ork Attitudes 



SlEGESr^ TEACHING TECHNIQUES 
L.D - E.H. 

It is suggested fehat the teacher give out the 
'^iiployment Attitude Checklist" Worksheet 2.4.1 
to students and ask them to corriplete it. Students 
should check each item according to how &hey feel 
they rate. A discussion follows concerning the 
inportanGe of attitudes at wrk^ Students should 
be encouraged to give examples of people pn their 
jobs lOho show negative attitudes. What specifically 
^ does; that person do, which shows, a negative 

attitude? How does that negative attitude affect 
their job? " 



E.M.H. 



Students should verbally be given the material 
on the ^^Brployment Attitude Checklist." The 
instructor should write on a blackboard or 



large newsprint the students' examples of nega- 
tive job attitudes they have observed in ep- 




ployees where they work.^ The instructor should 
have the students relate to the questions above. 




27 



MODULE i 



THE ROLE OF THE lAmKER IN SOCIETY 
Employment: Attitude Checklist 



AVERAGE C FAIR D POOR 

D 

^ 1. Does he follow directions? 

_ 2. Does he accept constructive criticism? 

^ 3, Does he sustain routine? 

4. Does he get along with co-workers? 

5. Does he get things done? 

5. Does he like his work? 

7. Is he dressed and groomed appropriately 

for the job? 

8. fes he come to work every day? 

9. Does he give notice of absence by 

calling in? 

10. Does he get to work on time? 

:. .- 11. Cafi he do his share of the work? . 

12. Etoes he work uell without constant 

supervision? 

— — 13. Etoes he observe the rules of the * 

cornpany regarding smoking, ^^^ing^ etc.? 

— l4. Etoes he observe rules am regulations? 

15. Is he courteous? 



16. Does he leave notes on where he stopped 
work, and ivhere others are to start? 
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NDDUI:E I 



UNIT II THE ROtE W Hffi WeRKER IN SOCIETY 




Lesson 2.4 Work Attitudes 

Worksheet 2.4.2 

i 

Place a check by those items you feel will help you do v^^ll iu ^ job, 
and be prepared to discuss uhy^ li^tt^h the class. 



'1, J Sjhet^ng gum 

2. H aving a good attitude 

3. ^Beihg careless 

4. — ^Being welt groomed 

5. Arriving late each day ^ 

6. ^Beihg lazy 

7. S howing tact 

8. ^Corrpleting tasks on time 

9. -G ossiping with other workers 

10. ; Wearing suhglasses 

11. —F ollowing directions 

12. ^ ^ D isagreeing with co-^workers 

13. Sfevd:ng respect for other people's opinions 

14. • _Seeking inforrnation when needed 

15. ' ^Being absent frequently 

• 16. A ttending to business affairs 

17. TailcLng negatively about your work 

18. - - C onstantly arguing^ with your supervisor 




UNIT II 
Lesson 2.4 



THE ROLE OF THE WORKER IN SOCIETY 
Work Attitudes 



ACTIVITY SHEET 2.4.3 

Filmstrips - iSrot&le ofn the Job - Failing to ConrTKintcate 

(froin: Center for the Htiniiities , Inc . ) 

ihe filmstrip is about a young lady and her supe^rvisor vi\o do not 
conrntnTicate. Ihe conpiaint of the supervisor is the young lady's 
attitude. 

DlSCUSSIia^ qLfESTl(»JS: 

1. Is the supervisor right, or is Miriam right? 
Should she have asked questions? 

What made it harder for her to ask? 

2. Is Miriam right to take time off to go to a dentist, 
or to study for an exam? 

What are gocd reasons to take time off? 

3. What coiild Miriam have done to make things better? 

4. What could they both do to make the situation better? 

5. Do bosses treat younger employees differently than 
older ones? 



3d 



UNIT Iir Si'ilJ' APPRAISAL IN miM/^YMl-Nl' 



EKLC 



— n 

Ihe sclf-concopt that one has of him:si>l f:/herse>f clotomiinc^s 
^eatly the. success he/she- has at wrk^ IX^velopin^^, a self-^" 
concept is a life-long process as people discover different 
aspects of themselves and change. One way people can fiild 
out about themselves is to learn how others see them. Tlu^re 
ar^ dLi[ferences many times between how we see ourselves, aixi 
how others see us. in work situations, it is espc^cially 
important to know how we are seen by others. 

l^esson l' Involves the student In a sel f-exami nation, using 
an exercise entitled ^T.ife Line". Students will graphicafly 
depict how they have experienced ma jor parts of their' 1 ives'; 
i.e., ]obs, money, friends and f.'imily. lliey will also be 
asked to project how positive these areas will be in the 
future , 

The next tuo Wessons continue to look at aspects of their 
self-concents. I^.'ie first exercise involves the students in 
develooir^;:^ a ]-)ersor:;il "coat of arms" reflc^cting six aspects 
of their personalttv. besson til is desi^^ed to give 
the stv^Hent feedback on how others in the cla<;s view him/her. 

The last two lessons in Lbit III deal with personal appearance 

and how rt affects one '^s empl oyincnt . The lessons use the 

I . _ . " _ .. . . 

''Appearance and Success Worksheet" as one exercise, ayd a 

teacher-prepared visioal' aid as a ^^lide for stucfeits 

to explore ^at employers want in the area of personal appjear^ 

ance. There are filmstrips Suggei;ted and several, optional 

exercises fr6m which the instructor can .^yelect.' 
': if 
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V 



X Mf)IXH.K 



IJNIT^II I 
lj()sson 3.1 



SKI J' AU'RAISAL IN miMX)YMP3srr 
1,1 i~c Lino 



REUAVJC 



Followinp, the classrcxxn discussion^ 

1. The sttKdents will cltiDonstrate graphicnily how thov have 
oxporioncod four major aspc^ctis of thcM r lives. 

2. IfK^stiidentrs will project into the Future how i\yi'y fcl ieve 
rivi jor^asix^cts of their lives will fx>si.tively or ne>.^,at i velv 
develop* , 



Historical components 

of persoivil self Concept 



Discuss the meanLn^ of self- 
concept - "self" - ^'concept' 

hlfe i::ine Flxercise . 
Worksheet 3.1,1 



MATERl'ALS 
,^ Life' Line Exercise Worksheet 3.1.1 
Blackboard, cb^lk, crayons 

OPTIO^ ACTIVITIES 

One year ~ five year life projection 
Elxercise and discussion, 3.1.2 



NOXJLE I 



UNIT tit , SEIJ APPRAISAL "IN EMPLOYMENT 

Lc*5rson, 3.1 Life Line 



SlJGGESTED TEAQIING TEa^NIQUES 
L.D, - E.H. 

Ihe discussion concerning th§ meaning of "self^ohcGpt" is 
rreant to be an introdvict«ftT'to this uriit^ and . i^ designed 
to convey to the students the irnportance of howfthey 
view themselves. The discussion should be directed as 
much as p)bssible to aspects of self^-cbncept that relate 
to their work. It is helpful for them to identify frofn where 
their self-concept comes, and to explore wQys people migjit 
change negative parts of a self-concept. 

The exercise Life L ine shouj^d be given out in Worksheet 
form with the instructor_gij^ng examples of how to fill 
out the graph. If time permits, tte students who volunteer 
can show others their life line, explaining the ups and 
downs in their lives. Ihey should also be encouraged 
to talk a^ut why they graphed _ their future^the way they 
did. This 1^11 lead to their future life expectations , 
and set the grotrd work for a later unit on "goal setting". 




E.M.H. ~ ■ 

ihe Life Line exercise can be used by asking one student 
to allow the instructor to use him/her as ^ exanple on 
the board. The student picked for the "board exairple" 
should be carefully selected as the exercise can b^ very 
. - ' revealing.. The two categories, "friends arid families" can 

be changed to one category, 'Tiappiness", Some students 
have difficulty combining conceptually all their friends, 
and all of their family members into one position on the 
graph. It appears to be easier for most of these students 
; to. plot whether they were happy or riot. •Sometimes happy and 

unhappy periods can be related by the student to the 
^ situations involving friends or family. 
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MODULE 



mit III SELP APPRAISAL IN EMPLOYMENT 

Lesson 3.1 Life Line 

ACTIVITY SHEBf 3.1.1 



(graph is included for reproduction) 

Based upon student's life from age five (5), they are asked to draw in 
where it has been: " 

Very good - VG 

Good - G 

Average - A 

Bad ^ - B 

V^ry Bad - VB 

InstrLCtbr may use one student's life as an example on board to give the 
concept of drawing a graph. SLudents should use the following keys: 

Moneys - Red crayon 
Job - Green crayon 

Friends - Blue crayon- 
Family - Yellow crayon 

IXrectidns: 

1. Using a red crayon , starting at age five (5) , did you have a lot of 
money, or not enou^? Elate as being VC, CI, A, B, VB. When you 
were six (6) and so on, did it get t5etter or worse? 



2. Continue with a green crayon using your job - first job at what age, 
(i .e.y taking trnsfi out, washing dishes, etc.) And so with friends, 
(blue crayon) and family (yellow crayon). 

3. Instrtict students to put an '*X" at the point of life they are 
presently (i.e., 17 years old), for each: job, money, friends, 
family, ibey should then try to predict whore eacli catep/^fy will 
be at age 20. 

4. Discussion should follow on wivit age was their h\y)^ [yoint y and why. 
Wht'it. was it that made them happiest, and How do they sec themselves 
in the next few years. Wh;jt will cause these ch;inges in their Jives 

'3. ILappincss can h(^ substituted for family and/or fri^uxls if it aj^Jix^at'. 
to be* tO(^ rlifficuU. 
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UNIT III SELF APPRAISAL IN EMPLOYMENT 

Lesson 3.1 Life Line 

jPET IONAL ACTIVITY -3.1.2 One Year - Five Year Life Projection 
i- Discussion should follow: ' 

What you'd like to have hap^n in one year: 

List here things you would like to learn to do, activities 
you'd like to be involved in, and things you want to 
strive toward during the next year. 



• _ % 

What you'd like to have happen in five years: 

List here things yc?u would like to learn to do, satisfying 
activities you'd like to be involved in, ar^ things you want 
to strive toward during the next five year^r Keeping your 
values in mind^ think in temns of job^ leril||Hfc time, family, 
education, etc. 



MCSXJLE I 



UNIT III . . SELF APPRAISAL IN EMPLOYMENT 

Lesson 3.2 Self-Concept 

BEHAVIORAL OBJECTIVES 



Following the classroofn discussion: 

1. Students will be able to state positive aspects 
of their self-<:oncept . 



Positive elenents o£ self-concept 



-r 

Coat of Arms 

Discussion of positive self- 
concept arrf how a person 
obtains one 



MATERIALS 

Worksheet 3. 2.1, ''Coat of Arms" 

Teacher-made example of"Coat of Arms" r>^ 

Magazines ^ construction paper ^ 
glue, scissors 

OPTIONAL ACTIVITIES 

Draw a picture of self 
and family 3.2.2 



UNIT III SELF JXPPKAI SAL IN Q^bQY^e^ 

Lesson 3.2 Self -Concept 



iING TEeft^Jiq^S 



L.D. - EH. E.M.H. 



ffic instructor should assist the students in under- 
standing what a ^^Coat of Arms" is, and how vfet they/ 
are going to construct is to be a representative pictxire 
of themselves. 

The instructor should make an example of the "Coat>of 
Arms" exercise to show students how to complete the 
lesson. The example should contain a combination of 
written statements, drawings, and pictures from magazines. 
The student is encouraged to use the medium that he/she 
likes best. ; 

When the students are finished, the instructor should 
ask for volunteers to show their "Coats of Arms", and 
explain the different sections and their meaning. 
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UNIT III 
Lesson 3.2 
Worksheet 3.2. 1 



MDDUI£: I 



SELF APPRAISAL IN EMPLOYMENT 
Self Concept 
Coat of Arms 




UNIT III 



SELF APPRAISAL IN EMPLOYMENT 



Lesson 3.2 



Self-Concept 



OPTIONAL ACTIVITY 3.2.2 



Draw a picture of self and family. 



L. Give \students paper and crayons . 



2. Instruct them to draw-a picture of 
themselves and their families. 

3. Discuss why they pictured themselves 
the way they did, srA what their 
relationship is wi^th their family, etc. 

Hie instructor can get a feeling of /How 



students see themselves in relationship 
with others. 
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.MCBULE I 



UNIT SELF APPRAISAL IN EMPLOYMENT 

Lessors 3.3 Sielf-Concept II 



BgiAVl^^-QB jECTIVES 

^'^^-lowing the classroom discission: 

l\ie sttrients will have rec^q^ed positive feedback 
how they are perceived by^ther students. 

'the sttxients wili have aspects of their self- 
Q^oncept either suppprted or questioned by 
dehors- 



Positi^^^^edback conceH:a-^"ig 
elements Sel f-Concepb-II 



SUGGESTEDv'i^l lODOLOGY 

— - Y 

. ''l Am, Am\l" Game 

(or) Teacher-made-j 'Ihe Me 
You See", a descriptive game. 
Activity 3.3.1 j 



"I Am, Am p> Gamc^ 
or 

Teach^?~™^de^ exercise , 
MThc ^ See" 3.3.1 

Note cards ^ pencils 
QpTi(^jAI^^ 

First I^^P^Os^^ions Gamcj 3.3.: 



ERIC 



vc W. Caunawav and CI en E. .J^'tir, Job Sin-yi val Ski I I s , 



MODULE I 



UNIT III SEU^ APPRAISAL IN EMPLOYMENT 



Lesson 3.3 Self-Concept II 

SUGGEgTED TEACHING TEQ^iqjES 
L.D. - E.H. - E.M.H. 

Any teacher-made exercise should avoid words not 
likely to be in the vocabulary of the students. 
The teadher should also avoid using wrds like '*man'' 
"woman*', *^lack'', or *'white" v^ich are characteristic 
of large groups and tells little about the personality 
characteristics of the individual. 

The instructor heeds to be actively involved in ' 
keeping the process positive and encourage the 
students to be serious in their reflection of 
other's personality. The exercise can be very 
powerful in its irrpact on the student so the 
instructor needs to be ready to support vulnerable 
students. 
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SELF APPR/vISAL IN EMPIX3YMENT 
Self-Concept II 

ACTIVITY 3- 3-1 . ^ >The. Me You See - A Descriptive Game 



1. Each of the suggested words should be written on individual 
cards • 

. Su^ested l^fc)rds: Loiii:}, quiet , bully, bossy, timid, weak, 
kind^ shy^ strongs helpful, smiling, sdurpuss, pouter, 
neutral, smoothie, smart alec, clown, sweety, willing, nice, 
cute^ pretty^ handsome, etc. 

2. Pictures may be matched on a bulletin board with each descriptive 
word. This could be done with students to give them a better 
undisrstanding of the terms to be used. 



3. Arrange chairs in semi -circle. / 

4. Give each student a c^ird that is green on one side arxl red on 
the other, ^fhis card shati be called a response card. 

5. Each student vd: 11 then be given three bldnk cards. J\xcy 
should copy one word which they feel describes them best^ 
from the board onto each card. 

6. Individually students vsn.ll stand ai.xl . show _ their three cards ' 

to the class. Eich member of the class will hold their response 
^ card - green i:f they agree that the word describes the 
individual, and md if they disagree. ^Ihi s will give each 
student a chance to uin-Ic^rstand how others see him/her and 
the instructor will better understand the [)erson's self- 
concept. 

7. If the m.'i jority of the class agrees wi th the stuclent , then 
mark a green stripe^ on that part iclil ar wt)rd card^ ancJ wri te 
the stLkdcnt's n<TnK.^ on it. Place the card under the picture 
which flescri l>::^s it. Do the sam(.^ with the rem'iining two cards. 
If the m^ijoritv disagrr^es follow t hc^ samt^ procc^ckire except 
m.'irk the card with a red strijK'. ' ; 

'Ww instructor should w^)rk t ( > ( mk'( )m-a;;( ■ and r<M" nl oi'c [K)sitiv(^ 



UNIT ili 
Lessen 3.3 




> ■ 
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UNIT III SELF APPRAISAL IN EMPLOYMEOT 

Lesson 3.3 Seif-ebncept ii 

CJVITY^^^S^ First Iffi Bres&ions Garrte ■ 



1. Seat students in a circle, with one empty chair. 

2. Each student receives a t^pm in the 'Tibt seat" 
at viiich time each group member in turn gives 
hi||/her inpressions of that person. 

3. Students state their feelings in simple terms, 
in a couple of sentences. 

4. Instructor should impress upon the sttxlents 
the desire for positive corrments toward each 
student^ in the *1iot seat'*. 

5. Instructor leads discussion on how p^pLe 
form their initial impressions based on one's 
appearance, clothing, posture, gestures, facial 
expressions, etc. 
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UNIT III SElj APPFy-iiS/d. IN HJ-IPLOVMENT 

Lesson 3:4 Personal Appearance - Clothing- 

Follovving the classroom discussion: 

i. Ihe student will be able to derronstrate knowledge 
of appropriate work attire. 



eeNTSTf 



Proper work clothing 



SUGGESTED METOODQLOGY 

Teachern^vide Activity 3.4.1 

Discussion on "Appearance 
and Your Success" - 
tfcrksheet 3.4.2 



MATERIALS 

"Appearance and Your Sucoc's.s 
Worksheet -3:4. 2 

Penci Is , Papc^r 



opnoNAL - ?^c;n viTiKS 

Packap,in^; Your Skills: f^^rsonal Apix-anincf • 
Dressing', for Wf)rk 



- 'Ihrjciwr. W. (;ann;iw;iV ,n¥l_r;l<'n K. h m it , "rarl</i)^i n>^ Y(^ur Skills: 
l'('r.'.(')n.i I Aj)(M'ai..jn(. (/",. .lob SiirA/iva! Sl< i I I s , 0<f >ch(';>t : 'llic- 
SinjM«r Co. , l')/H I')//) p./H ; 

Ntirj-;;!! t't W. Ihrlsnn ai>l Ann A. Wi\iv*T, "Di '/ssnir. '^^i; '^^^^;i^".v 
I W;mr ■ .lob, f l'h( M'lii X, r^'W Yoi-|< : Irani' \\: Rlrhards '^iiblisbor, 

r'H)4) - 

-'-■^ Ihkl'.on, lor: cit : , p:2^* ... 



UNIT Ui . SELF APPRAISAL IN EMPLOYMEOT 

besson 3.4 Personal Appearance - Clothing ^ 

SUGGESTED TEAGHD^ TECJfrJIQUES 

L.D. - E.H. - E.M.H. . 

The instructor needs to be sensitive to, and help the 

students be sensitivis to, this variety of appropriate 

. dress in different work sites. As the students expil^re 

v^t is proper dress, they- should be encouraged to use 

their own work site as an example of what may be 

' ' - - - . 

appropriate. The instructor can add WDrk<^sites viiich 

are liot represented in the ;class. 

AGTIVIIY 3.4.1 

Instructor may cut pictures from magazines showing 
appropriate and non-appropriate dress for work. The 
pictures can be mounted^ on construction paper and 
numbered. Students will be given p>aper which they 
divide in half — one side saying yes (it is appro- 
priate) the other side saying no (is not appropriate) 
dress for their job. When activity is completed, a 
discussion should follow with rcn. sons given. Students 
will yfiiVw a Ix^ttc^r understanding 'of types of clothes, 
c^tc. they shf^uld vA?ar to work. 
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UNIT III SELF APPRAISAL IN EMPLDYMEOT 

Lesson 3.4 Personal Appearance - Clothin;{> 

Worksheet 3.4.2 ; . Appearance ancl Youi* Success \ 

Ycxrr appearance will help or hinder ydu in obtaining arid, succeedir^ on a 
jbb._ B^low are some statements about one's appearance which shcxild be 
completed • Put a circle arpuod the letter that best answers the way 
you feel the statement should be conpleted. . • 

1. The type of clothing a person should wear is: 

a. spc:>rt:swear 

'b. businesslike attire, considering the kind of job one 

is starting 
c . school wear 

2. Rings should be worn, if at all, 

a. on all fingers, on both hands - 

b. on one or two fingers of one hand 

c. on all fingers on one hand 

3. A person should check fais or her appearance 

a. in the vvashroom at v^^rk 
b- on the way to work 

c. before leaving home i 

4. Make-up on the first day should be 

] 

a. heavy ' ^ 

b. light 

c. not wombat all 

, . Gun chewing is permissible if 

a. your supervisor states that many people chew gan ^ 

b. you decide you would like to chew gum 

c. you observe a few enployees chewing gtin 

6. Sungl -^^ses can be worn if 

a. wDrl< in an office 

b. vo oork in a store 

st)rk Qutdoors 

7. Tat r ^dlors an errployee should wear are: 

a. very conservative 

b. strongly contrasting 

c. pleasing 
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UNIT III 
Lesson 3.4 



Worksheet 3 A. 2 



SELF APPRAISAI. IN PMPLOYMENT 
Personal Appearance - Clbthin^^ 
Appearance and Your Success - continued 



8. A good source to get ideas on what to wear would be to 

a. observe People in the personnel department 

b. observe other applicants for the job 

c. observe people in the area in which you TOrk 

9. information that will give you an idea about what to wear 
nrt^t be obtained from 

^ a. relatives 

b. friends 

c. your job description 
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UNIT III SFJP APPRAISAL IN HMI'IjOYMENr 

Lesson 3-5 Personal Appearance - Hygiene 

BEHAVIia^ OBJECTIVES 

Following the classroom discussion: 

1. Students will have knowledge of proper hygienic 
practices in their work settings,, 

2. Students will_haye e^q^lored viiat proper hygienic 
practices wDuld be in a variety of work settings. 



ccmiEm: suggested methodology 

Proper work hygienic practices . Discussion of what is good 

personal hygiene 

'Personal ftygiene List'' 

MAinilALS ' 
'^Personal Hygiene List** ; 3.5.1 
OFTIOjAL ACTIVITIES 
* Skin Trouble 

Packaging Your Skills: Personal Appearance 
**'*The Basics 

\ 

Ihomas Mooney, ''Skin Trouble ' ' ^ JirruiJones Learns Abou^-Hi s Teeth 
(Phoenix, New York: Frank E. fechards Publisher, 1965) 

Gannaway and Jent^ Op. Cit.^ pp. 78^81 

***ljois Carrier, Bill 6. Gooch,- and John ffuck, Vlhe Basics**, yprk : 
Pathu^y To Independence (Chicagb: American Tecftiical Society, 1979) 
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UNIT III 
Lesson 3.5 



SEIF APPRAISAL IN EMPLOYMENl^ 
Personal Appearance - Hygiene 



SUGGESTED TEAQlIMi TEd^iQBES 

L.D. - E.H. - E.M.H. 

For L.D. savi E.H. students, the instructor may want 
to reprint ^The Basics^* (Optional Activity) to lead 
into a discussion on what is good p>ersbnal hygiene. 
E.M.H. and T.M.H. students mi^t need the instructor 
to read portions of 'The Basics" to the class^ The 
use of the Personal Hygiene List will reinforce for 
the students the need for his/her own personal schedule 
for hygienic practices connected with wrk. 

This lesson can easily be expanded depending upon need 
and available resources. Many students are concerned 
about such issues as acne and hair care. A health 
instructor or^ local pJiysician might make an appro^ 
priate speaker, to answer questions generated by the 
cla^s. The instructor could introduce the subject 
of hygiene one class period using the suggested 
methodology and then have the class develop a list 
of questions to" be answered by a speaker for the. next 
class period. 

This approach has worked well in the past, it has 
allo^d the students to share some of their adolescent 
corK:ems, and fears about health and hygiene. It is 
not uncomnon for many students to be spreading mis- 
itlfdrmation about health issues arri hygienic practices. 
This type of forum can dispell some of the .misinformation 
being spread in the peer group. 
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UNIT III SELF APPRAISAL IN EMPLOYMEKT 

Lesson 3,^ Personal App)earance - Hygiene 

Worksheet 3.5.1 Personal Hygiene List. 

Carefully read the list below of good hygienie practices. 
Fill in how often you think it is necessary to do each 
one. (once a day, tvd:ce, etc.) 
Practices How jQiten 

1. Brush Teeth 

2. $omb hair 

3. Shower or bathe . _ 

4. Shanpoo hair 

5. Use deodorant __ 

6 . Use mouthwash _ 

7. Clean nails 

8. Manicure nails 

9. Change to clean clothing - 
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UNIT IV PERS(mL RESPONSIBILITIES 




OVERVIEW 



Job responsibLlity^ as defined, is the obligation 
of a worker to perform satisfactorily the duties 
he/she is given. There are, hbv^^ver, other qualities 
and attitudes that are expected of employees by their 
employers. Most enployers expect such things as 
loyalty, enthusiasm, punctuality, dependability, 
honesty, a willingness to learn and a willingness to 
accept criticism. 

0 

Workers who accept these respbrisiblities as part 
of their role as a woiicer generally do well in 
almost any wot^ situation. They are^ however^ among 
the most difficult role behavior? and attitodes to 
learn and internalize. The two lessons in this unit 
are designed to make the student aware of these 
role responsibilities , and ^o try to convince the 
student of the importance of learning the role be- 
haviors, and displaying them at work. 
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UNIT IV PERSmL RESPONSIBILITIES OF THE WOPJKER 

Lesson 4-1 Your Job Responi^ibilities 



Following the classroom discussion: 

1. Students i^ll be able to identify specific 
employee job-related responsibiities . ^v-^ 



Employee, role responsiblities 
in work settings 



SUGGESTED METHODOLOGY 

Filmstrip: '^ing Absent'S 
and discussion questions 

Discussion: *Ydur Job 
Responsibilities" involving 
"Transportation , Personal 
Business, Planning, Lunches 
and Breaks, Dating Other 
Errployees" 



Blackboard - chalk 

Filmstrip Projector & Cassette player 
Questions concetning the film 
Films trips- Trouble at Work 
> #2 - Eeing Absent 



OPTiaiAL ACTIVITIES 



Class scrapbook of jokes vMch relate to 
job responsibilities - keep the ^crapbook 
for several week^ - keep for next class. 

I 



The Center for RuTianities , Inc. (White Plains, New York) 
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UNIT IV 
Lesson 4.1 



PERSONAL RESPONSIBILITIES OF WE WORKER 

i> - ■ - ■ - - 

\ Your Job Resix)nsibilities 



SUGGESTED TEACHING TECHNIQUES 
L.D. - E.H. 

^veral weeks before doin^ .Unit 11, Lesson 2.2, it i 
suggested that the instructor ask the ^^tudents to 
bring in jokes tHey find that relate to job resjx)n- 
sibilities, Ihe instructor shotdd provide concrete 
exartiples; himself and encourage the students to paste 
them in a scrapbook to be gone throlj(gh during this 
class period. 

E.M.H. - T.M.H. 

Asking E.M.H. and T.M.H. students to identify the 
''point" of the joke will bring many points of job 
responsibility into discussion and allow them to 
gain greater work role clarity. Itiis technique can 
also be us;ed with L.D. - E.H. students vhen the 
instructor feels the meaning of the joke is obscure 
to them. The students also enjoy having their name 
ascribed to the joke donated by them. 

If a bulletin board is available to the classroom, 
students can - in small groups - be asked to take 
responsibility for putting ^ th©-^^jc5tces of the 
month". The group ^would then be asked to explain 
their meaning to the vAiole class^ some tirre during 
the month. This activity can have a si^rtficaht 
inpact upon the students and their understanding 
of job responsibilities. 
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UNIT IV PraSONM. RESPONSIBILITIES OF THE WORKER 

Lesson 4.1 Your Job RespHDnsibilities 

ACTIVITY Filmstrip: Being Absent ^ 

Tlie filmstrip is about a woman uho is absent quite often, and 
fails to call in> 

1. Do family problems make it okay to miss work? 

2. Do you agfee or disagree, with Kay? 

3. what problems does the head nurse have viien 
Kay does not call or report for WDrk? 

4. Was the s\^rvisor's suggestion to Kay 
about Welfare a good one? 

5. Who is right? The Supervisor ^ or Kay? 



\ 
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UNIT IV PERSONAL RESPONSIBILITIES (W THE UDRf^ 

Lesson 4.2 Things That Get Bnnployees in Trouble 



BEHAVI^M^ OTJEeriVES 



Following thei classroom discussion: 

[ . , ' 

!• Students will be amre of the dangers in taking, 
or using for personal use, their company's 
sij^plies, or \ising and/or abusing company's 
equipment. 



Consequences of (anpioyee ^fttef 
and/pr sbuse of enptoyer stq>piies 
and ^^juxpinent , 



MATERIALS 



OPTIONAL ACTIVITIES 

Enployee in Trcuble group story 
exercises 



Discussion using Role Playing 
Situation 



Have student give examples 
from their own experience ^ 
of situations when workers 
atxised their position. 
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UNIT IV PERSONAL RRSt^SiBILITIKS OF 'IWl WOI^LR 

Lesson 4.2 Employee tn ^Proublo - Croup Story Exercise 



Aerivm 



I>ivide the class into small groups of four to five. Have each 
group make up a story about employees v^^io have broken company 
rules by using supplies or equipment they are not supposed to use. 
Have each group tell the stories to the large group and have the 
group decide what should be done in each situation and v>^Tat 
kinds of rules were broken. Are all company's miles the same? 
How do you find out what the rules are? Wl^uit are the usual con- 
sequences of brealcing company rules? 

ACTIVITY ROLE PLA Y OUILINE 

. ui- 

Describe t& the class how to do role playing. Present to them 
the follov^dng-s1:tuation and ask for voicrtteefs to play the ^ 
different roles: 



SITUATIG^ 

One employee is standing near a Xerox machine, running off copi'es 
and a friend comes up and asks \^ilat he's doing. The employed" 
tells his friendf "I'm taking copies of this joke to give ta> 
my friends '^school''. Just at this moment the employee's feyper- 
visor u^lks up.^Start the role play from the point where thfe 
supervl^oj- asks the ^^k^f ^tTijie \^t: they are' doing. , 

::: Y - - - '^^^ ^ " 

OTHER RO LE PLAY^ '^IT^9|I.QNS ^:| ^ ^ : ^ ^ , 

Have the studen^f^iye'^^Tiples ot^ wQ|kef abuses. 

make role pl^^S^^^^i^^Q^s, froMthese examp.^^f. -Then^ as 
t^fore, have stu^f^^ pi ||j^,given^s 
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UNIT V COMWICATION AT WORK 

OVERVIEW 

Unit Five's objective is to help students uhderstarid ^d 
appreciate the importance of effective conmunication in work 
situations and explore methods of contnunicating effectively 
while on the job. eomnunication is important to the smooth 
and effective functioning of any business or organization. 
An employee's successful adaptation to his work situation will 
many times depend on his ability to communicate effectively. 
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This unit will concentrate on three major forms of cbfnTTuriication 
at wrk: verbal, non-verbal, and written- Lesson One , of 
Unit V, gives definition to these three types of communication, 
and attempts to demonstrate the importance of each. Lesson Two 
concentrates on the inportance to the employee of 'T.istenir}g * 
to Others", Listening stcills are presented and attempts made " v'sH 
to apply these to their own work sit-e. . / j;'^^^^^^^^^ 

Lesson Three , ''E^^ressing Yourself focuses on how the stu- 
cent as an OTpldyee expresses himself verbally^ The les|on , ^ y 
suggests the use of video-tape to give visual and auditory - » * 
feedback to the student on^how he/she is seen by others. ] 
Lesson Four ^ ^Tollowing Directions: Giving Directions", fo^ 
cuses on the students' listening skills in following directijons ' 
and his verbal skill in giving directions. Lesson Five , en- 
titled "Gossip at Work", attempts to demonstrate the negative 
aspects of gossip and how verbal information often gets dis- 
torted as it is spread from one person to pother. Lesson- Six 
enphasizes the importance of "CorriTKini cation with Your Super- 
visor". Students explore qualities make a good supervisor, 
and role play situations where students have had difficulties 
conmunicating with them. Techniques such as role reversal 
are also suggested to maximize the learning potential of the 
lesson, ^. 

C" 
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UNIT V 
Lesson 5.1 



Cc^mmunication: Verbal , Non-Vertxii and Written 



BEHAVIORAL 



IVES 



Follomng the classroom discussion: 
1. 



Students vd-11 be able' to recognize the difference 
between verbal, non-verbal and written copmunication. 

Students will appreciate the importance of corTmjni- 
eating effectively; verbally, non-verbally , and in 
writing. - 



Definitions and exainples of 

«' ^ erbai , non-verbal and 
rit^n conmunication 

Special enphasis on rvon^ 
verbal corrrnpnication 



SUGGESTED METOQDOLCCY ' ' 

Teacher presentation of def initio 
and examples of verbal , non-verba 
,and written comiTunicatidn 
(Transparency 5.1.1 - Elernents 
of X^cmmjni cation ) 

Filmstrip Gon TOunica ^tion 

Discussion on importance of 
corrmunicating effectively 



MATE31IALS 

Blackboard chalk 
Filmstrip projecEtjr ' __ 

Transparency,^ Elements of Conmunication 5.1.1 



CiFTIQNAL ACTIVITIES 

NoH Verbal Behavior Tells Us About Others 
Transparency 5.1.2 and 5.1.3 

Worksheet 5.1.1 - Non Verbal Beha vior 

Video-tape classroon and attempt ; to point 
out non-verbal behavior on the replay. 
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Gannaway and Jent , C^^C:it. Unit -V 
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UNIT V C(>MJNICATI(^ AT WORK 

Lesson 5;i Conmunication: Vcrlsal , Non-verbal and Written 



SHCXaSTEB TEACHING TEQiNIQtJES 

Most of the students for which this curriculum is designed 
have great ALfficulty in conrnuni eating with others • They 
are usually quite .unaware of how they conmunicate verbally 
and how much they contnunicate nbn-verbally. If this is 
especially true of the particular class that the instructor 
is teaching, it is suggested that at least one additional 
class be presented early in this unit, using the e^ttonal 
Activities directed tovcsard non-verbal behavior. The use 
of video-tape, if available, is strongi^y advised as it 
gives graphic and immediate feedback to the students 
concerning their non-verbal behfavior. 

; ; \ 

There are several effective ways of using the video-tape. 
The teacher can video-tape the class discussion and then 
replay the tape and have the students pick out what is 
comnunicated non-verbally that they had learned^ from 
their earlier discussion. An interview situation can be 
video-taped between instructor and student (a job inter- 
view, perhaps) and then replayed and the non-verbal 
behavior pointed out and discussed • The video-tape is 
a very powerful and effective way for students to become, 
aware of their nc^verbal corrmunication. 




m WGBK __ 
:lai'. VferbSlj Nbrt^verbal and Written 




UNIT y : GGJMIGATII^ ' AT WORK \ 

Lesson 5.1 ea i n m tcation: Verbal, Non-verbal and Written 




Be relaxed ... 




the speaker, Wut be eomfortable. 
Show the other person you are truly listening, 

-s - - - - - 

hot just waiting for your turn to speak. 




. . CO^flCATION AT WORK 
^?son 5.1 CkJtirSkucatidri: Verbal, Non-verbal and Written 
Transparency 5.1.3 





Look the speaker in the eye 




but don't stare! 




Eye contact means that you and the^peaker exchange 
glances. Changes in the speaker's facial expression 



help you understand what the person is saying. 
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L^IT V CO^MJNICATION AT TORK 

Lesson 5.1 ^'Corrrmini cation: Verbal, Non Verbal, and Written^' 

OPTIONAL ACTIVrh^ 
VJorkshepl- 5. 1. 1 
Postur^^ 

Range? Yes No 

sanK!? - Yes No 




1. Dbes each .person look more 

when listening? Yes No 

2. E>oes each person look more 

when spc^akini;? Yes No 



P a V i -Rg— At t-(?n-t i x:)n : 



Hovj ^■^i\s each person let the other 
!oiow ne/she is paving at Cent r on? 



l^rtiiit bcxly iTKjvcments (ges Cares) are 
used by both people? 
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UNIT V 
lesson 5.2 



ee^MJNiCATiON AT mEK 
'trstening to Others" 



BffiAViORAb OBJEeriVES 



Following the classroom discussion: v^' 

1. SriidcMits will mderstand the importance of listening 
t> hers on the job 

2. Students will develop better listening skills 



CONTEW. 



Listen Effectively 



Fi^fitsfrom Ef fee Live 
Li stening 



SUGGESITO METHODOLOGY 

Filmstrip: "Corrmunication Skills 
Learning to Listen and Express 
Yourself'^ 

Biscasoio.i of Filmstrip 



MATERIALS : 



Filmstrip Pro jectori^\^ 



OPjTONAL ACTiv rrii-:s; 

"Active Listening" 

F.xeryise t^nd Worksheet 5.2. 
^ Trnnspare&y 5.2.1 



liv CenLer U)r lliirn/im' ( i (/M , Iru^., ()j). ciL. 

()'> 



/ 

/ 
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UNIT V COMMUNICATION ^T l«RK 

Lesson 5.2 ListenlnR to Others - 



SUGGESTED TEACHING TECHNIQUES 
L.D. - E.H. 



E.M.H, 
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In the event that the suggested filmstrip, ''Comnunicat ion ^ 
Skills: Leaming>-.to Listen and Express Yourself^', is 
not accessible, tlie instructor should use the "Active 
Listening" exercise suggested as the optional activity. 
The filmstrip is suggested first as it is an excellent 
visual aid, and usually gets an excellent response 
from students. : : 



TTic Active Lrstening exercise also highLights non-verbal, 
behavior and vl : l:)aL skills such as paraphrasing. E.M.H. ., 
stirlents irtiy need the instructor to scale down the 
exercise^ and/or use the exercise sugg,est;<^rl in Ix^sson 5.1, 
"Dptionai: Activities". 
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UNIT V _ _ CavWUt^ICATlON AT WORK 
' Lesson 5.2 'T_istening to G>thers'' ' 
Transparency 5.2.1 




becoming actively involved with the speaker. 




Let the speaker know you are listening by nodding when 
you agree, or laughing or smiling at a joke. You may also 
comment on what the other person says, ask questions, 
or summarize what you think the other person has said. 



mn V 



eoNMJNICATION AT WORK 



Lesson 5.2 histcntn^ to Others 

QPT'IC^IAL ACTIVITY 5.2.1 Active Listening 



Be^in by stating that active listening skills^ are an important part 
of good cofTTTTunicatlon. And being a good conmunicator means sending 
clear nxBssagcs.. Messages are made up of bith facts and feelings, 
and both must be ^received free of distortion. The message received 
must be the message sent . 

Passive^ listening only requires hearing what was said, but active 
listening includes three more activities, namely: 

1 . attending, behaviors 

2. paraphrasing 

3. ; responding to feelings 

Atten ding behaviors are defined all those nc-^ verbal behaviors 
of the listener Which show that he is reccivir jssages 'from the 
speaker and that he is interested^ attentive , aid concerned. Attend- 
ing behaviors are demonstrated by the listeners ' positive eye contact, 
tone of voice, facial expressions, etc. 



Notes to the teacher^ If you feel that the class w:)uld benefit from 

a demonstration of attending behavior, ask for one volunteer from 

the group to model attending behavior, and arlother to express something 

he or she likes to do after school. Instruct the listener to non-verbally 

convey the message "1 am listening to you with geiiuine interest and 

concern". 

r . _ . . . 

Nest, have the group audience c^iscuss how 'effective the attending 
behavior appeared to them. Ask for their sug^^estions for improvement. 

Continue the discussion by defining paraphrasing as the process of 
putting another's v^rds into, your own. Paraphrasing tells the speaker 
what mc^ssage you heard, and how vou interpret it. Paraphrasing also 
allows the sender a chance to correct any misunderstandings related 
to ^piim^^r^ssnpp he sends. An example follows: 




Sturltnit: "1' had a hard time finishing my homework." 
Teacher: 'You found the homework assignment difficult 
to do?" 

StiicitMit: "Oh no,. I just couldn't fiixl a quiiot place 
to work on it. li^v^'rvone at hoiDc kc^pt 
i nterrLipti ny, m<,^ . " 

iJefin^^ resfK)i)di ng L() fec^l iiigs as t\]r \ isleiKf-r's verbal aiid noii-verbal 
re^'ogni ( i on that he uiTh>rst:ands the le(>ling, j)arL of Ifv^ [x^rson's 
mes:;ag,(-. In this proces?;, the lislener j:K^rccM* v(\s , ^.-jlx - 1 s , arxl conv^^ys 
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MODULE 



UNIT V C(>MJNICATION AT WORK 



Lesson 5.2 



Optional Activity 5 - 2 - l\ Act ive Listening;, continued 

\ 

the other person's feelings. By responding to feelings, we send 
the message . that we car;e about the other person and it is a way 
to make sure we ur"rierstand the other person's feelings. An example 
follows: 

Bov: "I don't think my. parents will like seeing 

my report card.. " 
Girl: "You're afraid they will get mad about 

your grades . " _. 
Boy: "That's right. You understand." 



Notes to the teacher: Because responding to feelings deals with 
the affective portion of messages^ it may be necessary to include 
more examples, like the one above. Once you bc>iieve the student 
understands, what responding to feelings is all about , you can 
proceed with ; the following exercise. Keep in^mind that v4th 
younger children it may be necessary for you to complete the 
worksheet with the class participating together. 

Following the activity ^ discuss the s(;udents ' impressions about 
responding to feelings ^ and aslc these 'questions: . 

1 . Should you .respond every feeling you hear? 

2. Is responding to feelings easy, or hard to do? ^ 

ACTIVE LLSTl-NING - PARAPHRASING 

Begin the activity by LnfornnLng the students that they will have 
an opportunity to practice paraphrasing. 

Next , diviclo the class into triads, with each student in the triad 
choosing to be A, B, or C. 

Distribute copies of rhQ-Topics for Discussion sheet, and give the* 
foLlov^ng i nstrLict i ons : 

X i ... 

1: Student A i s the f! rst .speaker and choc )S(>s the 
topic to discussed from those listed. 

2. Stirlcnt B is the first listener. 

3. StiKhnit C is thc^ first n^f'eree. 



60 



MODULE I 



UNIT V COMPLICATION AT l^CRK 

Lesson 5.2 Listciun<'. to Others 

ACTITO LLSTE3^IING - P/\R/\PHRASING (contlriUGd^ )- - 

•i. ITie, topic chosen is to be discussed by the speaker. 
It is important, that sp>cakers don't overload 
the listeners with too much infc^rmation to para- 
phrase. They can establish non-verbal cues for 
pacing the discussion. 

5. Ihe listener must SLimTiari ze in his own wrds and 
Without notes. 

6. If the suTTTTviry ^ is thought to be incorrect, either 
the speaker or the referee can interrupt and 
correct any misunderstanding. 

7. The referee is to make certain that the listener 
does not omit, distort, add to, respond to, or 
interrupt Vshat the speaker has said. 

8. The total process of speaking and sunmarizing 
should take about five minutes in each round. 

Notes to the Teacher: ~ 

Piter the ^rst rouncl is completed, stop the process and respond to 
any procedural questions . in addition, with younger children, 
it may be necessary to further demonstrate paraphrasing to help 
them urrierstand how they are to proceed with the activity. 

Next, have student B become the speakt^r, student. C the listener, and 
student _A the referee. . lhe_ new sjx^ciker chooses his topic and begins. 
(Rourxi 2 should also take about 5 minutes). 



Next, student C becomes the speaker, A/the ILsterier ,^ and B /the 
referee. After 5 minutes, the discussion in"^round 3 ends.' 

Final Iy> refer to the Qtiestions for Discussion sheet , arid lead a 
discussion regarding the i)rocesi;. Elicit ^.erieralTzations about ( 
barriers to effective listening from the entire ;^oup. 

■ kk 



BEHAITLORAL OBJECTIVES 




Following the classroom discussion: 
c 

L. Students wi U ' have better know! ei::^ of how they 
expriBSs themselves to others. 



Studfefnts will gain skill in expressing themselves 
in' jfbb sLtnations . 



CON^FENT 



SUGGESTED ffim0D0bC)GY 



ExpressionSv,of ^Feelings 




MATERIA1.S 



BlackboS^Td^^ chalk ,: 

Student Worksheets: 

Responding to Feelings 5.3.1- 

Expression of Feelings 5,3.2 



Responding to Feelings , 
Student Worksheet 5.3-1 

E>ffit%^ion-Q£- Fe^-j^ingg^ , 
Student Worksheet 5.3.2 



OtniONAi: ACTivrriES 
Videc-lVqx:' ~ Feedkick F-lxerci se 



MODULE 



Lr' CO^MJNICATION AT WORK 

Lesson 5. 3 '^Expressing Yoursplf" 

suq:;e.sted i^eaching techniques 

L.D. - E.H. - : . 

- - - - - - - / 

Tt is suggested that trhe instructor use the Optional Activity 

if Video-tape eqlxipnx^nt is available. The suggested methodology 
may also be used for an additional class to follow the video 
tape. As rjientioned earlier, the video-tape can be a very - 
effective tool for assisting the students to become more ex- 
pressive and assertive. Generally, sdme stuclents are cautious 
at first, but this is usually overcome by their ^'uriosity and it 
is easy to get them involved. . /- 



E.M.H. - T.M.H. 

The iraterial on the worksheets 'Tlcsf>onse to Feelings" and 
* 'Express ion of Feelings" ma^^have to be read to the students 
and responses verbally obtained. The instructor may wish to 
write out selected responses to the que ions on a blackboard 
or newsprint . . ; ^ 




UNIT V CO^MUNiGATiON AT l^JORK - 

Lesson 5; 3 * Expressing Yourself 
WCfOiSHEiir 5.3.1 Responding to Feelings 

Directior^- Write out the answers to the following situations. 

Compare your answers with those of the other members 
of your class. 

1. When you 'feel good., how do you usually express your feelings? 

Using uords : : 

Without words: ^ 



Whc^n you are feeling angry with another person, how do you , 
usually express your feelings? 

Using words: ^ 



Wi thout words :- 



3. When another person says or does soroething that hurts your feelings, 
h^w do vou usually tel 1 that person? 

Usin<"'* l^x:>rds : - 

Witt::_^.:L words: / 




When someone 'asks you to do southing th;it makes you feel afraid, 
how do you usilhI ly ex}:)ross your feelings? ^ 



Usi n^^, words : 



Wi thout wr;^rds : 



5. Wlien vou fee] scTncVone or something, how do you usuaily 

t(W 1 /u)()ther pf.Tson? 



MODULE I 




UNiT V ' ■GOMt«IIGA'Ii()N AT l^X3RK 

Lesson 5.3 ExpressLn>^ Yourself 

. . _ _ . 1^ ._ . . 

ACTIVITY SHEET 5.3.1 Expression of Feelings 

Directions; Distribute the TOrksheet '^^ression of Feelings^^ and 
instruct the students to read through each situation individually 
and fill in the appropriate^ lines with their responses. (It may take up 
to 2CP30 minutes). 



Noxt, divide the class into triads, and have each student in the 
jEiriads compare their ansvsjers with each other. 

Variation: Cor^^rc they students^ answers with the Vshole group, and 
discuss react to /£he exercises. 

\ ■ 

Questions to consider: 

1. When would a verbal expression of feelings be more likely 
than a non-verbal expression? 

2. In what situation would a non-verbal expression be n;idre 
•likely? 

3. In what situ<'ition would you need both? 




V- 

\ 

s 
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.-^ UNIT V aWlUNicATLON AT WORK- 



I.?'' ' livsson 5.3 ExjiressiTig Ycxif-Sf-lf 

-jj; , ^* ' Worksheet 5 . 3 . j Exyiir c ^ s . ^ions of Feel i n^s 



Directions: Write whc'it you think the {^.^rson is feelin^.^ in 

each of the fol lowi h^^, statements. (Ask yourself 
'Wia(. is this person really feel i n>-^,?". ) 

- ... 

I. Two ol the kids in class are aLwjiys call in," ^> ruutit.'s. 



RJC 



2 i riojx^ r can make the tcani' today. 

- I- 



3. ric^n^t hive very many friends in this schoo- 

' 7 : ' 

4. My teachei- is alw^iys giving us too much homework to do.\ 



5. Since my mother started a new job, I don^t see her as much 

as .Luse^d to. 



6. I like art class the best of all. 



7. T never get to ?ee my best friend anymore. 



>. Why don't the teachers give us more time to take these tests? 



9. But 1 don't understand you can't help me with the housei^rk. 



10; I hope you still like* me even after uhat I 'said about you. 

T : W -V - - : - 
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MODUIE T 



UNIT V 
Lesson 5.4 



COpiNIGATrON AT WORK 

;3;''dlLQmng Dircctrbns: Giving Directions 



BEKWIORAL ORJECTIVES 



Following the classroom discusi^ion: 

1. Students will be better able to both give /and 
follow directions . 



C(3NTE^3T 

Scercises where students 

practice following directions 
and giving directions 



SUGGESTS ME TI-IQDOLQGY 
' ' 1 — 

. '-'Following Dirccftions 

Giving Directions " 

Activity 5.4.1 



MATFJUALS 



OPTIONAL ACTIVITIES 



One way - two way Communication 
Exercise and Worksheet 5.4.2 



and 5.4.3 
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EKLC 



tJNiX V 
Lesson 5;4 

AeriVlTY SffEET 5.4.1 



eGNMJNICATION AT WORK 

Following Directions: Giving Directions 



1. Instructor passe^S/fciut papers to each student^ then explains tHat it 

IS important in rrfcst work situations to be able to follow instructions 
that are given- 

2. Instructor then gives oral dii- oris for drawing a picture and 
asks students to draw it on paper they have been given. 

%. . 

Example of directioris: 

A. Draw a circle in the center of the p^e. ' ^ 

B. Draw a square iri the top right hand corner of your paper. 

e. Draw a square in the bottcxn left hand comer. • ^ 

D. Draw a line goin^ from the center of each squracr^,4iTrou^ 
the center of the "circle. 




!4 



Discuss how well they followed directions given orally, and relate 
to how a supervisor mi^t give them. ' 

Give one student impossibly a volunteer) a picture of a simple 
object. Have the student give directions to the class. 

When completed, compare how people give directions. differently by 
use of words and expressions (body language, facial) 



EKLC 
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UNIT V 
Lesson 5,4 
Worksheet 5.4 ,2 
OPTICmL ACTtVItY One-Way - Two-Way ConrnunlcaEion 



C(3f^^lCATlON AT WORK 
Foilowing birccLlons: Giving Directions 



MOIXJIJl I 



m WAY 

SENDER 




One Way Communication 





ERJC 




Two Way G0mmu,nieation 
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MODUfcE 



UNIT V a)tWNI CATION AT WORK - 

Lesson 5.4 Following Directions: Giving, Dircctzions 

WORKSHEET 5.4.2 ^ 
NOTE TO INS^miXTDR: 

Exercise 5.4.2 can be. placed on the overhead projector while discussion 
takes place to show the difference, between the two forms of comnunication. 



DISCUSSION: 



Sometimes it is difficult to understand a messa 
that is given to, us by someone if you cannot 
questions, or give a response in some way. 
is called one-way comnunication. If the re (^r 
can ask questions to betteifundtTStand the message 
given. by the sender, then He can act ijpon the 
message. This is two-way conrnunication. /In*the 
following activity, the difference will shown/' 
clearly. Not being able to ask questions 
receive clarification will make a difference in 
how direct! ons are followed... When the activity 
(5.4.3 ) is completed, discuss other situations - 

where students have been involved in both one way 

_ . , . t 

and tWD way communication. 



Module 



UNIT V 




CATION AT WORK 



Lesson 5,4 Following Directions: Givin;t> Directions 



emONAL ACTI VITY feterk-^heet 5.4,3 

: . / 

I^oljf^t the design below. Give directions to . another , student 6n how 
to draw the design. The person to whom you give the . instructions 
may not look at your design , or ask ayiy^ questions . The person re- 
ceiving the instructions will have 10 minutes to complete the draw- 
ing. 



MODULE 



UNIT V 

Lesson 



CiDfWJieATiON AT W0RK 
Gossip 



BEHAVIORAL OBJECTIVES.- 



Following the classroom discussion: 

1. Students will have a greater urxlerstanding of 
how rumors and gossip get started and their 
negative effects. 



Negative effects of rumors and 

gossip. 



SUGGESTED MEITODOLQGY 

Activity ^'Gossip" and 
; Student observatiL^iial 
Worksheet 5.5.1 

Discuss negative asp^ts of 
rumors or gossip 



MATERIALS 

Act ^^ lg^^ T^s^tT> 5.5. 1 
Stuc^l^uftservational .Worksheet : 
Blac^kboard - ChAlk / 




5.5.1 



OEII 



[ VITY 



MCOJIE 



UNIT V C{>MJNI CATION AT WC«k ^ ^ /' 

Lesson 5,5 Gossip ; 



SUGGESTED TEAg-IING TECHNtqUES 
L.D. - E.H. 

Dra*irig the discussion the instructor should ask if anyone 
in tile, class had ever been involved with njnors of gossip 
aixJ'vvtiat ' had happened. Most of the studeints have probably 
had first hand experience with things being said about 

them which they disliked and feel were untrue. This 

:^ ~M\ - . - i_ ' 

could add a great deal to the discussi^^ 

E-M-H.., - T.M.H. - 

Thte instructor may want to use tte blackbbard, write 
out the answers instead of using the student , 9bservationalK^ 
sheets. The instructOfT "^Y alsQ,qctiOQge to make the acci- 
dent report less complicat^^^^^^^^^ itulto a work 
situation. 
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UNIT V ^ ^^^G^I^lMSAlION; AT-« WORK 
Lesson 5.5 




Activity Sheet 5.5.1 



Begin the expei-iment by ai^irjj^for six volunteers. (.The rest of 
the group remains to act as observers. ) Send five df the six 
volunteers out of the room^' brie remains behind. 



Next, distribute the Gossip Observation Forms to the rest of the 
class. Instruct the 'students^* to take notes on the proceedings. 

.... V - - - - - - - . - ^ ■ ;^ 

Now, read the ^'accident repbrf on the Observation Form to the 
volunteer , who may not take notes on what he hears . 

Ne^ 5 ask one volunteer from outside the room to return to listen 
to the first volunteer .repeat what was told to him. (It is. im- 
portant that each volunteer transmits, the message in his ov^ 
way 5^ without help.) 

A thirtf~Volunteer returns, and the second repeats what he heard 
from the ftrySt. Repeat this process uoritil all volunteers but 
the sixth J^Tve had the message transmitted to them. 



When the Sixth volunteer returns to the room, he is told that 

he is to assume the role of the boss. Ihe fifth participant repeat 
the message to the boss. <: Afterwards ^ the boss writes the message 
on th% chalkboard so the group can read' it. " 

Next, post the original message, so it can be compared with the 
boss' version. 

Finally, lead a discussion with the entire class on implications 
of the Gossip-. Ask the ^'Observers" to report their notes. Ask 
the 'Volunteers*' to discuss their experiences. 



MODULE 



UNIT V CCJ^INKJATlbN AT WORK 

Lesson 5.5 Gossip 



Worksheet 5.5.1 Gossip 



ACClpgNT REPORT: 



(T can't wait to re[X)rt the accident to the boss. 1 mast get 
to the hospital as soon as possible.) 

^ was moving some boxes for the supervisor. I was almost 
finished when Joe accidently bumped into the six I harf 
^ already stacked. He couldn't really see me because he 
was carrying some panels which blocked his view. ^ Joe \ 
had passed me already when the edge of the panel pushec^ 
the stack, over on my foot - I think my right foot is 
broken! 



VOLIOTEER ADDED LEFT, .OUT ' CHANGED 



MOIXJLE I 



eai*N.''::ATION AT WORK 



Lesson 5.6 



Communication with Your Supervisor 



BEHAVIORAL OBJECTIVES 



■oil owing Che classroom discussion: 




•Mr-' 



tudents will 'undersfand how to better coniTTunicate 



• "Mth their 
2. Students wi 
from a supe 




rvLSor. 

ire of vvhat assi trance they want 



CONTENT 



Cormiunicatxbn issues and 
techniques with supervisors 



Qualities workers desire in 
a supervisor 



SUGCTISTED Nm HQDQLQGY 
"The Good Supervisor" 

Discuss the cormion problems 
experienced by: the students 
with their supervisor 



MATERIALS : 

Blackboard - chalk or newsprint 



OPTIONAL ACTIVITI ES 



Filmstrips: 'Trouble at Work" 



J' 



Hie Center for Humanities, Inc., gg. cLt^ . 
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MODULE I 



UNIT V 
Lesson 5.6-.- 



CCMMJICATION AT WORK 



CorrrriuiiLcat: 




-Your Supervisor 



SUGGESTED TEACHING TECHNIQUES : 
L.D.^ E.H.- E.M.H. 

If the ivistructor has ncc a: ready shov>^ the f ^Imstrips , 
^Trouble at Wbrk^', eithcir :Id be a go(xl"'|^.|:<:^i^^ starter 

" _ _ _\. . . . _ _ .." «J _ . . . . 

for cortimunication problems berween enployees and stJp>ervisors . 

_ _ . . . . : _ ... . . . . . . 

The ''Good Supervisor" act: designed to have s.ttdents . 

^,ic;Jentify VN^iat they want ^f rom a supervisor. As the students 
list the qualities of a goer. sUpervi*sor, they are also 
saying that these are the qu^i^ities they desire. 



/ ■ Si 
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MODUfcE i 



UNIT V c:aiMUNiCATiON AT wnra<c : 

Lesson 5.6 ConrnmLcation With Your Supervisor 

ACTIVITY SHEET 5.6.1 

1. Divide board into two sections: 



SUPFi^VISOR 



EMPLOYEE 



2. Ask students for description of: 

A. What a supervisor looks like. 
r B. What a suncrvisnr\s job is (function) 
C. I Jhat are sonx: of the char-ac: tori s ties you thinl<: 

an ideal supervisor should have: Listens, 

helps , etc . 

_ _ _ __ _ _ _ _ 

List all the descriptions under'^S^ on blackboard. 

Do the sanie for employee - those will serve as definitions > 
of supervisor and employee. ^ 

; _ • _ _ . _ . _ ""_<r^ _ : ; l 

3. Brainstorm: How would you expigct your supervisor to treat 

you% In turn, how should ^oulftfeat your supervisor? 

^ ■ . . . _ 

4. Discuss : Are there some of j^jjj^ (students) who are not happy 
on your job? Discuss some of; the problems. 



5. 



Role Plav: Before exercise j^ir^ true tor makes two signs ^ possibly 
from tag bbard_^ '\SUPERVISOR'* and 'WLQYEE'' 



6. 
7. 





Tie yam to signs, in order to put on students who are role 
playing. 

.1 . - . - . - 

Instructor ^^uld start by pl^iying the employee. Student^ will 
become supewlsor. 

Role play one of the situations v^^ch has been discussed^ so 
that stL^erits experience how it feels to be on the- other side. 

. .. c . 

After role playing, discuss some QptiOns the enplbyee had to 
solve the problems or Urihappinesst Also discuss how many 
of bur problems are caused or rnadei worse because-.of a lack of 
communication, or cortmunication breakdowns. 
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VI , INDIVIDUAL CARlM PI AN -'(I .CP. ) 



EW:: 



s unit is designed to give students a ^chance to take part 
in Gducntionai and ^career planning for their future. Devislop- 
ment of their Individual Career Plems (I.C.I,^-) will take place 
in each lesson. Ix^sson 6^1 will serve as a history of their 
past VNork experience. Lesson 6.2 will be given as a tool for 
studen(^'S to Assess themselves and Ixisson 6.3 to plan for the 
future. The I. CP. will then serve as a tool in Module II JLo 
make more coiicre^ -^^gs^^^^qnci look at vhat skills they have now 
or how to.^^^^he^^iiP.5 they need for coTitiniicd employment 
and f utuaHHI'anc 





ITie Individu^il Career Plan is designed as the post-secondary 
career and educational planning artd evaluation instrument. 
The instriictor/cooi'dinator is isxpected to use the studtents^ 
high school Individual Educational PlanvtOv^'s^sist in the 
development of the I. CP. iThe student '-s involvement , however, 
in the development of his/heir^.CP. is fii^ creative element. 
"Ihe student as the emerging adiilt needs take m6^ responsi- 
bility for his/her future. Efeveiopihg a careisr arid educational 
plan is a 'concrete step by this yobng -adult to tj^^more direct 
responsibility for his/her life. ' L-!^/ 



MOIMIIK I 



IINIM" VI 
I :« 'sS( )i 1 0:1 



INI)1 VIIXIAI. (|ARl<:i':R 1>IAN 



nvuAvioRA], oiui'ri ivi;s 



i'\ ) I 1 1 >w'l ' til*' c- 1 . isM"o( )ni d i sc'U; i wi I : 

1. !h«' s( I k 1( 'I it :» will ((Miiit'v't ixi)A wui 



Sl<. i I 1 s 1 1 \ init '( 1 ill [).i.'.t Usui's 



"I .C.i\ lVrsoii;il History 

IX Work MI story" Worksheet 6.t.l 



"I .0. }\>rs( I Mi si orv ^< 
Work HisLorv'*''' Worksheet b . 



. I 



Vnci 1 or Pen 



Of^IONAh ACnVITH^S 



n • 
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INDIVnXIAL CA-RRiy^ PI AN 
I :C.\\ t^)rk iii story 

SUCX^KS^ITO 11':ACH4J^ 'iliaiNIC^IHS ' : 

'Ilu- instructor should have the stixlents fill out as 

_ _ l\ _ . . _ _ _ . . - 

much as they can of thc^^ iiifomiation rccpcvstcd on Worksheet 

6.1.1. The parts that t\he student cannot fill out should 

be sent home as homewc^rk'. Ihc student should be encouraged 

to get help from family mc^mters to answr all the empty 

blanks. 

K.M.II. 

Ibe instructor may lx_^ advised to hold, i ndi vidua 1: con- 
ferences with tlie students to begin the process of 

- _ _ ■ ■ 

filling in the I. CP. Family members and other resource 

people can be used to help the stiident gather the in- 
formation necessary. The student m^iy need the help of 
the instructor in planning how to get the informatiion . The 
class time in this instance can be best used to explore 
how and from whom the student can get help in filling out > 
the activity form. 




IINIT VI 



■ y 
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Unit VI ■ IlIViimi?ii CAllEER PI.^^ 
Lesson 6.1 I.e.P. Myrksheet ■ 
Mshcet 6.1.1 PMlHialY 



MODULE I 



NAME: — 

(State) 



(Last) 



Address: 



Social Sectirity Ntmber: 



Date of Birth: 



(Month) (Day) 



(Year) 



Place of Birth 
Age: 



(Years ^ Months) 
Parent's Nams: 



Sex: 



(^fother) 



(Father) 
Date of Evaluation:' 



' (M^or F) ■ 



ion 



(Place) 



Current Biployment:' 



(Place) 


(toe) 


(Supervisor) - 


(ptione) 


(Place) 


(Date) . ' 


(Supervisor) 


(Phone) 


(Place) 


(Date) 


-(Supervisor) 


(Phone) 



INDIVIDUAL CAREER PIAN 
Your I. CP, Self Assessment 

BEHAVIORAL OBJECTIVES 

Following the classroom discussion: ^ 

1. Students will have rated their work strengths and 
areas needing imprdvemerit • 



CONTENT ^ , ^ 

I. CP. Self As§^ssrTBnt 



. MATERIAL 

Pencil - Pen : _ _ 
'*I.C.P. Student. Self-rating 
Worksheet 6.2.1 

OPTIC^ ACTIVITY . 
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UNIT Vi 
Lesson 5.2 




^l.C.P. Student Self- 
N ■ Rating Worksheet*' 6.2 



UNIT Vi INDIVIDUAL CAREER PLAN 

Lesson 6.2 I. CP. .Self AssessnxDnt 

I 

SUGGESIED TEACHING TEO^IQUES 

L.D. - E.H. - E.M.H. 

The instructor for LessQn 6.2,'l.C.P. Self AssGssment", 
and Lesson 6.3 'That's Your Plan?" will need to plan 
individual cdiifererices with students to check out their 
individual' career plan. Students will need the extra 
help in reaching the objective of presenting their plan 
to the class. 

Added class sessions may be necessary for the students 
to be prepared for Lesson, 6. 3. It is vital ^ however, that 
the students have a visible plan and at least make an 
attonpt to present this plan to the class. 

: Practice sessions during the individual conferences can 
sometimes provide^ the confidence heeded for some students 
to make a presentation to the class. Instructors may 
want to use part of this class period giving tips on 
'public speaking" to the class, (i.e., practice before 
a mirror, arxl note cards, plus speech outline.) 

- - ^ V . 

The class presentation of the I /CP. should include: 

1) past work history, 2) skills they have acquired, 3) 

their current occupational plan, and 4) future educational 

plan. ; 

/ 
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MODULE I 

UNit Vi iNDlVlDtiAt GARE^ PLAN 



Lesson 6.2 Your I. CP. Self Assessment 

Worksheet 5.2.1 ; I. CP. Student Self-Rating Worksheet 



DIRECTICWS Circle the number below the line 


vAiich shows 


Vkiiere you 


think you rate'^or each of the characteristics 






1. Ability^-to'work alone: 






(low) 




(Hi^) 


1 .2 * 3 




5 


2. Ability to :^Ollow instructions: 

f 

(Low) 




(High) 


12 3 


4 


5 


3. Ability to keep your mind on one thing: 






(Low) . 




^ (High) 


1 2 3 




5 


4. Ability to conrriunicate: 






(Low; 




— CHr^x^ 


1 ^ 2 * 3 




5 


5. Ability to make decisions: 






(Lov/) 




(Hi#t> 


1 ,2 3 


4 


c 


6. Ability to control your frustratioi^: 






(Low) / 




(HiRh) 


1 2 3 


4 


5 


7. Ability to continue sometning i^en receiving opp)Osition: 




(tow) 




- (High) 


12 3 


4 


5 


8. Ability to keep ^ cool tenper: 






(Low) ' 




(Hi.^i) 


1 2 3 


4 


5 


9. Ability to believe in yourself: ^ 






(Low) 




(Hi^) 



• 1 = •• 2 -3 4 ; 5 

10. Ability to wDrk under supervision: 



MODULE I 



UNIT VI 
Lesson 6.3 



INDIVIDUAL CAREER PLAN 
iJhat's Your Plan? 



BEHAVIORAL OBJECTIVES 



Following the classroom discussion: • / 

1. Students will present to the other students 
their career and educational plans. 



COslTENT 



Individual Career Plans 



SUGGESTS) MEIHGDOLOGY 



Class presentation of 
individual Career Plans 

Outline for Class Pre- 
sentation Worksheet 6- 3-1 



MATSaa^S ^( 



Pencil 

Student l.C.P. 

Outline, for class presentation 
Worksheet 6.3.1 



OPTIONAL ACTIVITY 



UNIT VT INDIVIDUAL CAREUi iMAN 

Lesson 6.3 "What ' s .Your Plan?'-' 



Worksheet 6-3.1 My Career Plan 



MOIXJLL 



1 . What I iim doing now: 



2 . What I want for a job in the future : 



■4- 



1. 
2. 
3. 
4. 



I. 
2. 
3. 
4. 



1. 
2. 
3. 
4. 



To reach my job goal , I need to do : 
WHAT (things to be done) 



BY WHEN? (Target DateT 



WHO (fJhose help mil I need?) 



I. 
2. 
3. 
4. 



1 . 
2. 
3. 

4 



WHERE 



HC3W-WILL I DO IT? 



s 

V 



-YIHIii WORK Km^JJ- R£ 



1. To develop or update a pc:)St:-secorKUiry educational 
\and career plan , for ec'jch stDdenC . 

2. To teach sttidents job retention skills. 

3. To assist students in developing, reali^'t i c -plans 
for obtaining advancemtnit in their pr^^sent 

pos L tions . ; 

4. To prfovide students with nx)ney rTVinag,enx?pt infor- 
mation and technicpaes. 



UNITS 



I. Your I. CP. arid Your Future 
1 1 . Keeping Ahead ori Y^ur Job 
1 1 1 . ^ You arid Your Money - 
IV. Filling Out Form^ 



i.MODUii': 



tlNIT i. Y(')lil< l.C.V. AND Y(M< Kim/RK 

llniL (Xic serVes va!> an i ntiroducL i on to Lhc course, aixl to 
one another. It is a J so a review of the cckicatioitai and 
eareer planning done in Module I. Module II is designed 
so LhxiL students who have not taken McKiulc One can enroll 
aiYl lx^j;/,in with the devo 1 opiKnit of Lheir Individaal (Career 
Plans (i.C.P,). Vor those studenLs who Imwc ecxn[:)letcd 
Mcxlule I, Unit ()iie serves as a tieeds review and a chance 
Lc) u[xlate their planning, after a sunriKi^r's VK)^k experience. 

llnit (5ne, Ix:^sson One, as designed, includes an introduction 
of the students to the instrucLor, students to one another, 
arid an i ntrcxiuctl on Lo the coll egc^ course stHicture . Stu- 
dents will be asked to share their current work sitmtions 
' and how they'-relato to their I. CP. plans for the future.* 
i^essons iy^ an(] ihrce relate lo Lho student's I .CP. wrk 
history, and the skills and -exi^erience they are develop- 
ing. M^iny students have little insight as to the types 
of marketable skilLj; they have acqtti-f^^id past work 
situ^itions.: A skills inventory trjos to gi'aphically shqw 
the student the valuable skil 1 s he/she has already, or is 
now, learning. " - ^ 

Lesson Four focuses on the stLident' s Individual Career 
Plan and his/her abi.lity to present the plan to the rest ' 
of the class . The , instructor wrill ne^d to spenri Individual 

time ^th the student assisting him/her in .the devefopment 

-. - ' - ' ' ' . '[ 

of their plan. • ' " 



UNIT I 



YOUR ICP AiNT) Ya'R FLTURE 



Lesson 1.1 Introduction 

BEHAVIORAL OBJECTIVES " , ' . 

Following the- classroom discussion: 

L. The stufents will know course requi ren>,^nts .hkI cb jf^c^t i vos . 

9 - . ■ - 

2. The students -will bo aware of each ol Lheir 'v^<3rk experience 

settings and their future mrk pi at is. • 



eONTllN'r 



Introduction to Course 



Iixli :v'iciLtr.i] introduce ions , 
ber.in::ing with instr'actor 

Pres^M^t /it. i on of cuUrse 
i'equi rerriL-nt s 



Blackboard and chalk 
Activity l.L.l Worksheet 



o^rI()^iAL activhy 



' Th' ^ I iK n ><^kic t i on Nanie Cnrx' 



MODUI£ 



Inlrcxiuc'l: ion 

si^HSTFJ) 'im:HiN(; rKC-iNIQl^::S 

As wiLh Module I, .Hxlule IL classes should bc> foruKxl in 
u circle for bc^st '^roiip interaction, anci Lo facilitaCe 
discussion. ll is sU^a;*^^^^^ ^hat this class structure 
Ix' roiiowc'd ihrou^^liouL the rest of Lhe Lmits, as it 
provides the fcst atnx)s[)here for grou[) sup[x^rL i \'e inter^ 
act i on. 

Ihe instructor shcxilci wri tc^; su^;>;este(i areas for stiKicnC 
introductioris on a black Ixvird or large newsprint. 
USee Act i vi tv 1 . 1 • I) • 

'Ihe instrvictor should tegjn by introducing hiniSLdf , or 
herself, and acting as a nxxiel tor students to fc^llow. 

Ihose stiichMUs v^ho Vvive completed Module 1 will be^ at 
an advanta)^^ ov'or those fx^dnning with NVxiulo 11. We 
su^^gest:(^d rii<*th(xl for a^si^;ting lx)th levels of stiKtents 
is to assign aclvanced Mcxlule I studcaUs to act as 
tcviching assistants for those uiio h;ive not tak<'n Mtxiulc^ 
1. Iheir first a?.s i gi^iKUit shiould !>■ to show new stu- 
d.'nts arMiiiKl the canipus after the first class pericxi. 



I/C^sson 1 . 1 



INI 



UNIT I '^TOMCP ^iX^ Fl/im^ 

OPTIONAL ACTIVny ixV^xx\x^^:tl.^^^J-^ Q^j 

'ihis activ'irv is best tiseci uhen rrcinv indi diiai s in 'the class do not 
know one another. The instiuctor bc\iUn>^^ the activity bv saying that 
bv the end of the exercise, ^•^:■ervom^ will ki^.ow ^'ver\'one's n::LTK.- in 
the class. As an eXxL^i[:'le, I he in^ic-ictor iises his fir.^l n^imc^ and 
arids an ad jecrive th^it i^ither rhvTy'S or othc^rwi so is associated with 
it: Elxample -'1 , "Sdm" - add the adxctiv-' ''Sii[x-'r'\ aixl the intro- 
duction n.-UDO beccxTx-s "Siifx^r Sam^-'. !\x:imple -^'l , ^'Ren", addin;^~: the ad- 
jective "()<.^ntle'\ the i nt nxiucti on n:lrTK.^ Ix^cttiices "CTcmtle Ben". 

llie instructor should caution the stirlerrtsif^^'o' tise only "positive" 
adjectives and not allow a studenL-Ci") use a neJ^'It. ive onc^ . It is 
impc^rtant tFuat the class Ix^^J n with [X)sitivc^ re i i forccrrient to the 
individual's self concept so that a supf)ortive a trT>o sphere will be 
created. A negative ex}::>er i ence is all too^ f.'imiliar to most of these 
students. ^ 

instructor afvil^i Ixgins the exercise by sayin^^. , "I <'ini SUjxr Sani, 

arxl I'm p,lad to Ix^ in class with . . .". There the instructor uould 

insert the iian>.^ of thi' jxrson to his ri p,ht; "I cim Super S^im, cind 

I'm ^^lad Ix^ in class with rk^ntle Ben". "r;^.nitl'' B^mi" thet: refxats 

the phrase, "1 im\ (k^ntle \\<:v\ and 1 'rn pjacl to Ix in cM ass with Sup'r 

Srini". The pL-rst)n then to t lu' ri^^jit of (^<.'ntle B^.mi savs his "intro- 

(hiction nanK'" and r(^{x\ats tli<' [)hra.sc' "1 'rn Suv-ct Sul^ , and I'm pj ad to 

Ix' in cda.ss with r;^'ntb' B( -n /inri Sui^.^r S/ini". 'ITv i nt r<xluct ions thcni 

. * . . _ _ _ \ - - - - ■ 

pr( )c^ood aroinid \ hr ela.ss room with a n<'W nainr.^ addod caeli tiiix^ until 

(he last [)<M"son rinist T'o|><-a( all f^io iiari)os Ol (Iv^ cut \vv class., 

'ilio i nst T'Uct ( )i" :li>iuld h»'Ip th<' stud<'Mt'; if th(-vM^av<' diMicultv in 
roriii 'mix 'r i nj', [)T'evious naiix"; aiKl ni c^k -narrxos. ' h» ' hnstruettir .he)ul(i 

ha\'t' .1 1 ( 'W p< '( )p I ' ■ ^ I M I t i a I I V Ix'^'on N i' ■ rafiit ■ )';(> arMimd (li*' 

•'rifii'' r«K)[ii f-) ■,,■<■ \ \ fbcv 1 1 1 y t-( 'dx nnlx a' < 'Vt • i'V( )n« > ' ■ . uaiiKo 
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UNIT i 
IvGsson 1 .2 



YOLiR i.c.F. AND vaiR FirrLiu:: 

You and Your Future ' 



MODULE II 



BgiAVIORAI. OBJECTIVES 

FolIowLnK the classroom discussion; 

I; Students vd. 11 connect past work experiences with i^^rk 
related skills and successes. 

2, Stuients wi]] have developed or revised the first 
section of their TCP, 



Skills learned in past work 



SUa^ESlED METHODOLrj SY 



'TCP Personal History & 
Work History" Worksheet 1.2 

"Six Work Successes" . 
Worksheet 1.2.2 



^4ATER1ALS 

"ICP Personal HisLory & Work 
History" Worksheet t.2.1 

"Six Work Successes" Worksheet 
1.2.2 

Penc i I or pen 



OPllONAE ACri VITIKS 



ioi 



miT I ' YOU AND YCXJR FirilJRE 

l.essbri 1.2 Ybii and Your Future 
Lesson. 1.2 • • 

I ; 

SUGGESTED TE^ACHING TECl-iNIQlJES : 
L.D. - E.H. . , — ' 

The instructor should hax^e the stixients fill but as much as 

: ' . : . . . / _ • ... . : . .... . 

thcv can of the rTiformation requested on i\ork sheet 1.2.1. The part 

that the student cannot fill but '"should be sent home, as homework. 

The student should be eticoura^:;ed to get help from family members 

to ms v^^r al 1 the. eniptv bl anks . . , 

The seeond~activd.ty ^'Six Work Successes" should follow the 

■ . » . . ......... . 

student's di scusslon :of past jobs, llie student-s should be helped 

to broaden their concept of, work to include wrk^^^nc^ around their 

home and volunteer situations where they gained experience*. 

Usually, students have difficulty identifying successes. The - 

instructor can aid their struggle by questioning one student and 

assisting him or her through ex^irriples until the students understand 

the broad definition of job success used for this activity. 

E.M.H. 

The second activity "Six Work Successes" might have to be 
discussed or sent home as homework for the stixlents. Students with 
low self-esteem usually have, difficulty identifying successes. The 
instructor may need to tx' very active and very supportive with 
this _ exerci se . The activity may need two full class periods to 
com[)letc. 



MODULE I 



■ lesson 1.2 '^'You and four Future 
v' Hsheet-'i.z'.l- 



INDIVIDUALIZED CMEER PLAN 




(First) 



JSocial Security Number; 



Fhone: 



Date of Birthj- 



(Middle) 



(Month) (Day) (Year) 



Place of Birth: ■ , ' --- 

(City) (State) (County) 

^9^' . ^' Sex: ----- 
"[Years s Months) 



Parents' Naries; 



(Mother) 



_ , (Father) 

Date of Evaluation: 



(M or F) 



(Occupation) 



(Occupation) 



oi East Empio-yjnent : 



Current Employnient : 



(Supervisor) 







1 




. (Place) 


HDate) 


(Place) 


(Date) 


(Place) 

r 


(Date) 


(Supervisor) J 


(Phone) 


(Place) 


(Date 


(Place) 


(Date) 


(Place) 


(Date) 


(Supervisor) 


(Phone) 


(Place) 


(Date) 


(Place)^ 


(Date) 



(Phone) 



MODULE II 



iUNIT I ^'f5UR I.e. P. Win YOUR RJTURE 

Les^n 1.2 ' "^o^ Your Future 

Worksheet ]».2.2 Six Work Succ sses 



1. Dh the following chart 5 in the left hand column, list six (6) successes 

or accomplishments in your past work or yoUr life that wre important to you; 



i . 

stieef^ssES 


- I 
A 


I. 

B 


C 


D 


E 


I- 


G 


III. 

BEST 




































•3. 


i 
















4. 


















_5_. ' _ 


















6. 





































2. Now. put^ an "X" under- eacK column or columns (see list below) that applies to 
each success: 



A. 


T 


was. free to decide what I did, or how I did it. 


B. 


I 


used skill and knowledge. - 


C. 


I 


helped sbrnebne else do something imjX)rLant to them. 


U. 


I 


learned something new. v 


E. 


I 


received love and acceptance from my family *ind friends. 


F. ' 


. I 


received money. 


G. 


I 


increased my self-re.^pect . 



3. CjO back to each "Success" - look at the "X's" after It, and decide which "X" 
holds the most importance to you^ Plit the letter of the column in the ''BEST" 
column. IX)ok at the letters ip the "BEST" column and you may see- a pattern 
of values and/or what hplds importance for you. 



lOO 



MODULE 



Uiit i YOiJR I. CP. y^IJD Y(J^]{ FUlim 

Lesson i;3 Your ICP Self Assessment 

BEHAVIORAL OBJECTIVES . " : 
Following the classroom discussion; 

1. Students will have rated their wrk strengths and areas 
needing improvenx^nt . 

9 



L.C.P. -Self Assessment 
i 



SUGGES^rED MI-TrH0D0irX7Y 

"ICP Student Self-rating n 
. Work Sh(jpt 1.3.1 • 



MATERIAi. 



Pencil -Pen . 
'4CP Student Self-rating" 
Worksheet iTS.t 



OPllONAL ACnVl'lT 



\07 



MODULE 



UNIT I ^ YOUR I. CP.' AND Y&M njTUfffi 
Lesson 1.3 Y(3tJR lOP SELF ASSESSMENT 




SUGGESTED TEACHING TECHNIQUES:. ' - 
L.D. E.H. E.M.H. 

TPte instructor foi^^ Lesson 1.3 'Tour ICP Self Assessment's and'^ 
Ii:3ssori 1.4, 'Miat's Your Plau'-* will need to plan individual conferences 
with studisnts to check out their individual career plan. Even stiiderits 
who completed an I. CP. in Nbdule i will need th^ extra 'help in reachif^ the 
objective of presenting t;heir plan to the class. For May, it will be ' 
difficult and added class sessions may be nec^sary for the students 
to be prepared for Lesson 1.4. It' is vital, hov^^ver5 that the students 
have a visible plan and at least make an attempt to present ^^is plan 
to the class. ' i 

Practice sessions during the individual conferences can sometimes 
provide the confidence needed for some stodents to make a presentation 
to the class. Instructors may want to use part of this class pericd 
giving tips on ''public speaking*' to the' cias^ (i.e., practice before a 
mirror, aixl note cards, plus speecji outline). 

The class presentation of the ICP should include: 1) past work 
history^ 2) skills they have'acquired, 3) fheir current occupational 
plan, and 4) future educational plan. 
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UNIT I VOtJR I. CP: PM) Y&jR- FlltlMz . ' M3D(JtE II 

Lesson 1.3 Your I. CP.' Self AsscssiDcnt ; ^ 



Worksheet 1.3.1 I. CP. Self-Rating 

■ ^ • ' - I- ^ ' - 

D IRECriONS : Circle the. number below the ;1 ine' u+iich Ishows vsherejyou 

■ - - - .... - ■ 4- 

think you race for eaicih of the characCeri s^iSTcVs . 

Ability L\) woVk alone: . " . 

" ^(Low) . (High) 

1 2 3 .4 • 5 

2: Ability to follow ins(:rtictic:)ns : 

( i x}vj} - - ^ (Hig,h) 

1^2 3 4 ' 5 ^ ■ 

3. ' Ability to keep your mind on one thing: \ _ 



( L ow) - (High) 



4. Ability. to communicate: 

(how) r - ' (High) 

1 2 ^ 3 4 . 5 r 

*5. Ability to make cleclsi.ons: 



[Vxh) ^ - - ■ Hiii^i) 




2 ■ 3 4 . S 

6. Ability to control your f rust rat i on.s : 

(how) . ^ ^ LLliiilL 



2 3 ^ - 4 



7. Ability to cont i luic sofDc^thi ng .when receivings op[y)s i i on : 

(ix)wj ^ ^ '1' d"^ ^ 

I 2 ■ 3 " " 4 ' ^ 

8: Ability tc) kec^p a c()ol t*-Hn[K^r: 

U-^^uA^-^-:'--^-- - - - ^ - - _ ^ ^ . ( H i gh ) 

9. Al)ilitvJ() Ix^lif^vc in yourself: \ • 

(\/)yj) ' (Hi I'll) 



/ 1 



10. Ability to work Lnxier supervdsion: 



(Low)- 




1 



11. Ability to comp(,»te: 
(i^w) 

1 . - . 2 



IK) 



MODULE' 



UNIT I . VOL'Rn.t 



P. ?:;i)/Ya'R FirruRE 



. L.?sson ! "'.■.tiat's Your Pla;i?"> . . ; 

I*^ / ■ - ■ • : ' : ■ . ■ - 

• /,".FoI lowing the classroom discussion: ■ ' ' 

1: Students uill present to fhe other student:^ their career- 

^ii^^^^iucat i onal plans:.. .. ^ » 

. . ' ^ - • . v.. . [ ' ' . V 

tmT&vr ^.^ ■ '- s[j(£Esrm method6lqgy ,i ■ 

Uvli viflvi^ilv Car'jer Plans' - . , / . CI as^ presentat i,on. of ■ 

^ ' . .V Individual Career Plans 



Outline for Ciass Presen- 
tation Worksheet i.4.1 » 



I'cnc i i 
Stuck-nl ICP 

...... ■ •( 

(KitliiiL' ior.c,:uss 'SenC at : on I 

Worksheet'" U4 J / • \ 



opnoNAi. /V '1 1 vrr 



I i 



tx?h/^on "l^fiat: 's'Vour Finn" 



^ Worksheet 1.4.1 



Mv Career Plan 



Kli.it J am dulng' now: 



! ;t\h.it ■ Iv .want ' to. be dai i^^r' vi.th '^yb as a future.: - 



3. io react"! my ^ Job Goal , I need to do: 



UHAI' ? ( Lhrnes to , be done)- 



WHERE ? 



3. 
4; 



2 , 
•3. 

4-. 



i5v i-.f-ii-N? cr.ir^'.i/t r),iL.:'j 



HOW WILL I DO IT? 



2 . 
3. 



t-/ll() ? ("^■ti' isi ■ li( ■ I |) wi I i I m •( 'd? ) 



^■4 



MODlfLK 



UNIT tl 



KHHIMNC; AHf'^t) ON YOUR .lOP. 



Ifriit rr. Keeping Ahead on Your Job, altenTpts to help the- student 
develop a high level au^reness of his v^rk envlronim^nt arxJ its 
requirements. ITiis awareness is vital to the student /employee Vs 
identification with the organization. Id^^hti f Icati on with the 
organization is an c\sfx^cially meaningful element in the student/ 
employee's investment in staying with ( hc^ job- 

Clear understanding of the work environment requiremc^nts also 
nvikes it easier for the student to repond positively and receive 
b^ick positive, self-esteem enhancing feedback from the organization/ 

business. All -of these factors directly and indircrctly are 

: . ... ^X^: .... 

related to the concept of job retention. 

Lesson One, "Knowing Your Business", consists of a worksheet which 
asks several questions about the organization/business, for v\iilch 
the student works. 'Ihe student is asked to answer as much as 
he can, and then research the answers he does not have. Lesson 
T\a^ presents several mjijor work concepts aixl asks the students 
to define their meanings and to apply the concepts to their specific 
situations, lesson Three attempts to have the students become more 
aware of the specific desires of the employers in their u^rk 
setting, tesson ^our concentrates Qn the cormKDn reasons for 
people to lose their iobs. 



i 
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MODWJ-: 



UNIT 11 KiiiEPiNG mm) t)N YOlJR JOB 
Lx^ssiiu 2.i knowing Your Business 



BHlAVeRIftL GB^IECI^IVES 



T 



Fol Lowing; the classroom discussion: 
I 



2, 



Stuclcnts will have greater loiowledge of the organization/ 
business for which they w)rk. 

StLxionts will h^ive a better understanding of their 
position in the organization/business. 



Exploration of organizat ional /business 
function. ^ . 



SLTGGESrhX) MFTmODOLQCY 

. ''Knowing Your Business" 
Worksheet 2.1.1 

Discussion of student's 
answers on the worksheet 



MATERIALS 

Pencil - Pe?n^ 
'1<nowtng Your Business" 
Worksheet) 2.1.1 - 



OPTIONAL ^ACTIVI-TY: 

"What Employers. -W^t from 
Einployees" Worksheet 2 . 1 .2 

"What's True Alx^ut Work" 
Worksheet 2.1.3 
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1 



Moixriz ir 

UNIT II KEEPING AHEAD (TN YOllR JOB 
Lt'sson 2.1 

Worksheet 2.1.1 '^fa^OWJNG YOUR BUSINESS*' 

Research your employer, v^ite down below the things you fincl out - 
don't be afraid to ask qiiestionsl 



What does the firm do? 



How old is the company. 



or how Long has it been in business? 

I'y/here are its plants^ stores^ offices? 

Vltiat are its products or services? 

What has been 

its growth? 

H ow do its pros- 



pects for the future look?- 



-Mio is in charge of 



the cpmpany?- 



Who is in charge of the department you 
would be working for? 



Who are the company *s comp^etitors? I 

^Are they large, or small? 

What kinds of jobs do they have that 
I could do? 




EKLC 



MODULE II 

o UNIT II KEEPING AHEAD C»J YOUR JOB 

Lesson 2.1 Knowing Your Business 

OPTIONAL ACTIVITY 2,1,2 UaTat-^nploy^rs Want From Employees 

An employer looks for certain qualities in an enployee. B^low are 
qualities vs^ich several p)ebple have. Place a check tri front of 
those qualities an employer isDuld rather have in an employee. 



1; A person vtio makes dectstons. 

2. ^A person who is sometimes late. 

3. ^ A p)erson v^o is always on time. 

4. A person \fi\o is 3I0W. 

5. person you can depend on. 

6. _A pNerson v^o wants to learn. 

7. ^A person vino knows his or her job. 

8. A' person v^o is sick a lot. 

9. ^A person v*ib watches the clock a lot. 

10. A person viio loafs around. 

11. _A person who asks questions. 

12. -- A person with a skill. 

13. A person uSo tells off the boss. 

14. A person vto worses well with others. 

15. _ A person who wants to get ahead. 
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MODULE il 



UNIT II KEEPING AHEAD ON YOUR JOB 

Lesson 2.1 Knowing Your Business 



OFTlbNAL ACTIVITY 2.1.3. ^a>Jhat^s True About Work^^ 



Write true (T) for the statement, if you feel that it^s true, and 
false (F) if the statement is false. 



1. A raise in salary means a promotion. 

2. Honesty and education have a lot to do with 

advancement . 

3. - G oing to work evety day and being on time 

is one way to show you are interested in your 
job. 

4. Y ou are born with good work habits. You don^t 
develop them. 

5. M aking more money is never inporfcant to 

people vtio want to advance on their job. 

6. Asking for information from a person v*io is_ 

successful in the career of your choice will 
be of help to you. 

p - - 

7. ^Evaluation takes place only sometimes. 

8. Evaluations take place all the time. 
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MODULE 



UNIT II 
Lesion 2.2 



KEEPING AHEAD ON YOUR JOB 
Your Job Awareness 



BEHAVIORAL OBJECTIVES 



Followirig the classroiDm discussion: 



( 



1. Students will be aware of inportant concepts related 

to work settings - 
\ 

2. Students'will have related the concepts to their 
own work setting. 

; > -A 



CONTENT 



Work concepts for employees 



SUGGESTS I^THC^LOGY 

''Work Concepts*' stadent 
viorksheet 2.2.1 

Discussion of the work 
concepts arid how tbey relate 
to students' present work 
situation. 



Pencil or- pen 

"Work Concepts'' student 

wrksheet 2.2.1 
Blackboard and chalk 



OPTICmt ACTIVITIES 

"Janus Job Planner" 
^^"^ "Preparation for the World of Work' 
>v-.^ ffg^^^^gg^jj^j^g Work" 



c 



* Ming Jew arid Robert Tdrias JanUs Job Planner > (Hayw3od,_ California; 
Jcinus Books, 1976)' 
Frank Roskosj Preparing for the World of Work, (Merrill^ Wisconsin: 

^. R, Publisher, 1975\ : 
Hudson, Op. Cit. Chapter III 
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MOiXJLE II 



UNIT i. 
Lesson 2.2 
Worksheet 2.2.1 



KEEPING AHEAD ON YOUR JOB 
Your Job Awareness 
'Work Concepts'^ 

f 



Please be prepared to define the following \^rds as t±iey relate to 



your job. 



1. Pay Period 

2. Deductions 

3. Fringe Benefits 

4. Insurance Group Plans 

5. Unions 

6. Credit Unions 

7. Breaks 

8. Compensatory Time 
9 Overtime 

Dress Code 



10 
11 



Grievance Procedures 
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MODULE II 



UNIT II KEEPING AHEAD ON YOUR JOB 

Lesson 2.3 \What Employers Want 



BL^mViOIW: OfidEeTi\/ES 



Foliowtng the classroom dtscasston: 



1. Stodei^s vdili have ^eater awareness of Kork related 
expectJiftions of enployees. 



The most comronly foiind 
employer's expect^ions 
of worker role performance 



SUGGESTED METHODOLOGY 



Films trio "Advancing on the Job" 



Discussion and sttxlent developed 
list of employer expectations 



MATPJ^IALS 

Films trip Projector 

Films trip "Advancing on the Job" 

Blackboard & Chalk 



OPTIONAL ACTIVITIES 
IF 



»»Ask Someone vh^ Knows" 
Interview Worksheet 2.3.1 




Life Skilts, Advancing :m the Job , (Chicago: Society For Visual Education^S> 

Inc., Singer Co. 1978) 

^ Ibid. . 
120 

o 

ERIC 



UNIT II 
Lesson 2.3 



KEEPING AHEAD Y&M JOB 
What .Employers Want 



SUGGESTED TEACHING TEOmOJES 
L.D. - E.H. - E.M.H. 

The instructor is encouraged to use the optional 
activity if possible. It could be used as honework, 
or as a separate lesson. The student wDuld be 
asked tq^-f^rview a senior employee and ask them 
the suggested questions on the work sheet. Students 
have reported learning a great deal and the building 
of meaningful relationships at their work site as 
a result of this activity. 

* 
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^I'i" II ^kl=:EPING AHEAI3 ON YOUR JOB 

Lesson 2.3 What Employers Want 

fePTIC^AL ACTIVIl Y-2^a. 1 A-sk. SomGone Who Knows 



To find out what makes a person successful , ask someone who is 
successful on his job. Ask the person viiat he or she thinlcs 
the most valuable factors (thing^) viiich helped to make them a 
success. Below are a few questiWiSN you might ask them. 

1. l^at does personality have to do with your job? 

2. How long did it take you to get to uAiere you are now? 

3. Who helped yon get to where vou are, and how did tliey ' elp 

4. l\/hiit skills do I need to advance on this job? 

5. Wlxfit factors helped your success so far? 

6. Do I nieed more education for this job? 

7. What things do you dislike about your job? 

8. Wh^it things do you like about your job? 

9. With the skills and education I have now, what , do you 
think I could do for your employer? 



UNIT 11 



m*:PTN(; /^JDiiAi) m Y(Mi job 



Ivosson 2.4 Wliy People tosc 'Iheir vJobs 



BEHAVIORAL OBJECTIVES 



Fol louring the classroom discussion: 
1. Stulents will be able to identify attitudes and 
behaviors that create problems on the job. 



Frobtematrc work behaviors 
and attitudes 



SUGGESTED ML1HQI>0I^IY 

. "Why People hose ffieir 
Jobs" Worksheet 2.4.1 

Discussion to rank the 
items on Worksheet 2.4.1 
in order of importance. 



MATERIAI.S 

"Why People Lose Their Jobs" 

Worksheet 2.4.1 
Blackboard & Chalk 
Pencils & Pens 



ePflQNAL ACTIVITY 

"Wliy Employers Don't Like Some Student- 
Employees" Worksheet 2.4.2 
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IINIT II Kl'MMNC Aili'^Ai) ()N Y()i1< :f()B 



miyinK ii 

\ 



WorkshoeC ^^.A-l "Wliy IVoplo Ix)so 'Ihoir Jobs" 



Just: as there are severc|^^lhi ti^v'> ^thal you shtnrld do to help ke(;p a job, 
th(^re are also some things thljl you should iioL clol Kead the M^st: 
and check wheL"h(n^ you Lhink it is a j^^cxxl reason for losing.' 
job, or not . Hi !^cuss your answfM-s with the cbiss. * 




Yes? 



No? 



l\ ComLng to _v^^)rk late, or leaviui^ earty. 

2. Taking; too nviny bi^caks or staying too long 
on* them. 

3. Being dishonest or stealing from the boss. 
U. Missing too many days from work. 

5. Not following company rtilcs. 

6. Not getting along well with others. 

7. Being lazy and not doing a fair work share. 
'8. Not willing to train for the job. 

9. Doing messy or incomplete ufork. 

10. Being too slow or not trying to improve. 



ERIC 



m 



^ V. 



(iTvirr I.I 



KI'iriNC AHI'Al) ()N N'lMfR JOI^ 



A'^.fA )I 1 . .^f 



"l\ftiv I'impl ()vtM\s iX)n*t iiikc^ Soiix^ SttidtMU Overs" 



ERLC 



Ri\kI ( lio i i .^;(: Ik^Khv vIikI chc^ck wiic'tluT von a>;rcH^ or ciisaj^rcu^ with the 

_ _ ^, ' _ _ . 

tli scnis.s with class/*V 



i . Uick c)i i.nt eiwst in job 

^ ; i y< X )r j \ ' rsc )i k 1 1 . . i j x w u v.: o 

3. VviA th. \v k.Kw it all 

■4. 1 nt LM'cv^^t od onl y i the mone-v 
W.M'v Lniuituro 

6 . Ill [lyjiii lorc^d 

7. No jnirjX)so or 

8. Mako^. a lot oi l'Xcuscs 

9. La^k 'of energy 



11. Parent's make decisions for them 

12. Can't take criticism 

13. Don/t ask questions when they don't 
onderstnnd somcthtnp^ 

1:4. Can't handh; their money 

15. linwllIinL: to where sent 

16. Don^t get alon;r; with others 

17. Unwillirif^ to start at the bottjom 

18. Can't ex[)ress themselves clearly 

19. Poor >?:racics in school 



I)j_sa]^ee 



20. Can't I'^jk vbu in^the eye 
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UNIT III Y(XJ AND ,Yf)(IR N)CM':Y 



; OVKRVIl'.:W 

• M^hev, its nvinagerTXMit and the way In which our culture pays a ^ 
wt)rkcr for his Iabc)rs, is a very comp Lex system. All those who work must 
(Iral witU^I^Ks mcuietarv system. and its ccxnplexi ties. 'This unit is 
(ic\si ^»iiefl to provide the student with the very btisics in this compli- 
c<jit(xl sub jecL area, - , . 

Lxjsson One attempts to provide the student with the basic knowledge 
about his jxiycheck arid "why he receives he does. The class is 

cU^si^c^i to deal wtth issues such as: salary - cormiission; hourly, 
VNAL^ekly, rrxjnt.hly, and yearly pay schedules, gross pay - net pay^ and all 
the tV|X\s of deduct! oils , that ,t:j|HS~ students are likely to encounter, 
'7* Lc-,son Two presents a . st^npii£ied budget system to the stixicnts 
and explores reasons i^or the student to attempt budgeting his money, 
lh(; buciget system presents basic &jdget areas such as: food, rent, 
re-creation, transfxjrt/it ion , mediq^l , clothings utilities, phone, and 
entertainment. • " . 

Ix^sscni ihnje [)n;sents the role of the bank and how it can be used* ' ^ ' - 
Inslallmt?nt buving and credit cards will be discussed and how indivi- 
duals can get into financial trouble' with thes;e and borrowing too much 
mc^ney- Ftow the bank can be helpful, savings accounts, credit, and 
its value are to be explored. 
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MODULE II 



UNIT III 
Lesson 3.1 



YOU /^m YOUR MONEY 
Pay checks 



BEI4AVI0RAL OBJECTIVES 



Foll6l^7ing the classroom discussion: 

1. Students vvill understand standard payroll systems used 

by employers . 

2. Students will understand the standard deductions 

\Ahich are taken from an employee's pay . 



CONTENT 



Payroll systems feid standard 
payroll di^<?ctions 

Payroll deduct ions 



SUGGESTED ^lEni^ODQLOrjY ^ 

"Pay check'' worksheet 3.1.1 . 

' Discussion of el'^TOnts of the 
paycheck 



MAli^MALS 



Work^ M ct 3. 1 . 1 
V Mcil 



OPITONAL ACITVIIY 



o 
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MODULE II 



UNIT in ■ YOU AND \4tR MONEY 

Lesson 3.1 Pay checks 
WORKSHEET 3.1.1 



7^ 



ACME INDUSTRV 
5 6^6 BLAIR A V. 
PODONK AZ 85223 



N2 10228 



1221 



/ O O DOLLARS 



QWy Bank 



POO U N K. A Z 




tARNiNGS ( AMOUNT 



CHtCK NUMBER 



.STATEMENT OF 

LARNINGS AND DEDUCTIONS 



ACME Industry 
NOT > NEGOTIABLE 



CtWllUCATf 
I XPlfiATlON 



'jUMMAB y 
THIS PEBibb 
ilAK to DATE 



GWOSS PAY MD W;h 



MISCELLANEOUS D LD T I 0_N S . 



CHECK DATE 



J A N C D O t 

I M P I O Y f I NAME 

PieiOfJ INOING I Dt'>T NO 

f I C A S T W .' H 

^> nip ^ 3 pV, 7[ 



VACATION 


S LJAVt 














/I 


MOSP 


LIM 

- 1 


Vise 



p () O. O Q.C) O 0_ () 
j 'jOC lAl SJ( UKlTV NO 

^ VAklTAt STATUS 

I T M r-j p 
( H(< > a//';kjnt 



ACCUMULATED DATA fONFAlNED HEREIN ^ NOT THE OMiClAl P AY B{ )l I / » « I N(>E BTNfFlT fiK 0«t>S. RUT IS PfiOVtOfD ONIV AS A SEMVlCt TO JHl fM^'(OYf^ 
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MODULE II 



UNIT III YOU At ID YCXJR MCXTEY 

Lesson 3.2 Managing Your Money 



BEHAVIORAL OBJECTIVES 

Following the classroom discussion: 

1. Student will have a simplified txidgetin^ process 
to follow in managing their money. 

2. Student Will better understand the importance 
of budgeting. 



Bvxigeting and Money Management 



SI^X^ESTED- METHODOLOGY 

"Vour Budget'^ worksheet 
Weekly 3.2.1 
Monthly 3.2.2 

"Words About Money" 
Handout 3.2.3 



Mscussion of Badge ting 
and how to keep the 
budget for 4 weeks 

Filmstrip "Sense and Gents" 
Center for the Hvirvinities 



MATERIALS 



Pencil - pen 
Fi IiTKstrLp pro jector 
B^^lckb()ard , chalk 
WorkshoeCs 3.2.1 , 3.2.2 
Handout 3.2.3 



EKLC 



OKI IONAI. ACTIVrriKS 



"CM-unpTTrLsoii Shoppitig" Activity 3.2.4 
'T'hin^'-.s to RemcHnlx^r alxnit Buying" 

Activity 3.2. 
A Frw Wi RuJ(\', for Sh()f)[)' ii^' - Activity 3.2.f) 
"CJui ^ Voursrif Into Buviiig Wi5,e)y^' - Activity 
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UNIT III YOU AND YOUR MCWEY 

Lesson 3.2 Managing Your Money 

WORKSHEET 3.2.1 Your Budget (Weekly) 



Write down how much money you spend EACH DAY 
* for each item listed below: 



Trp TTi Sirm Mnn Tues Wed Ihurs * Fri Sat ; Total _ 



1 . 


Food 







- 












2 . 


Clothes 


















3. 


Cleaning & 
..J^re^^in^^i 


















4. 


Trans port a 


Hion 
















5. 


Recreation 


















6. 


Gifts ^ 


















7. 


Donations 


















8. 


1 Contribute 

to family 
— mcon)e 


















9. 


Insurance 


















10. 


Medical 
(Dr. , Dent 


ist) 
















11. 


Medicine 








- 











Now puL your Total s for each item on your t-fenthl y 



3() 
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MODULE II 



UNIT III 
Lesson 3; 2 



YOU AND VaJR MCWEY 
Managing Your ^fc)ney 



Worksheet 3.2.2 - '^our Budget" 

(Monthly) 



I . - Wliat - 1 



IV; 



_Meek 3rd Week 4th Week 



Total 



1 . Fcx)d 












2. Clothes 












3. Cleanin^v^- 
Pressing 














4 . Tr^msjx^rt at i on 










- - 


5. Recreation 












— Gifts 












7 . Donations 
CchAjrctv^ -etc . ) 












8. Contribute 
* to fanii ly 
income 












— Insiorance 












10. Medical (Dr, 
dentist) 












1 1 . Medicines 












1 -> : Ohhr^r 












Lines 1 


through 11 Total : 



it. Wl-iat was your incc^nc for one month? 

ill. Subtract your total s[K-ndings (I) from your total incoino (II) Income_ 



Wliat i^: left? 

WFiat cot I Id you save? 



Tpta 1 SjX'iKli n^;s 
\{( m'li ui II)' 



Vh Cotiid you IxM ( fM" sjxuid your iixMiey? 



How? 



Vi[; Make* a htrl^'/'t each iiKjnth. Discuss your fiTvh'ii^'.s with tlie class; 
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UNIT III , YOU AND- YOUR MONEY 

Lesson 3.2 Mcinaging Your Money 

Handout 3.2.3 Words About Money 

The following are words comroiiy associated with money: 

1. Adverttsinj^- The act of informing the public about the merits 
and attractiveness of various products and services . 

2. Afford.: Ihc ability to pay for something you want or need 
after buying the other necessities of I_ife. (^Ihe ability 
to pay. for something you or need without jeopardizing 
your ability to purchase the other necessities of life.) 

3. Assets: In money terms, all forms of property owned by a 
person or business. • 

4. Bargain: An item purchased for less money than you expected 
to pay for it. 

5. Bargaining: To negotiate or talk over the terms of a purchase. 
Bargaining means to discuss the ; differences between how much 
money a seller wants for something and how much money you are 
willing to pay for it. Bargaining is an attempt at persuading 
a person to sell you something at a lower price than he 
originiilly intended. 

6. Borrow: Ihe act of accepting money or some other item from 
someone el so wi th tht\ linclerstandi ng that you will pay the 
money back or return the item within a certain time. 

7. Borrower: ihc person who borrows money or some other item 
and is respc^nsible for paying the money back or retuniing the 
item at a later date. 

8.. Brand Names: Tradem^irks or labels which are associated with 
and identify products. 

9. Bixiget : A [x?rsonal system for keeping track ol' ycnir income^ 
and expenses. A p.l an for using or managing mc;ney. To think 
about and decide beforehand how you- Want or need to use your 
money. 

10. C:ash: Another wr:)rcl for mcmoy. Jhe dollar.s and ccnits va? use 
to pay for gocxis aiKl services. 

II: ('hari'/' Ac'e'oimt : An arraiig^cMTunit you nvikc^ with a store Vv^iich 
allows yoii to Ixiy \m)vj aixi pay Jatf^r. 

iZ- (:h(^ck: A wi'ilteil ord(.^r f)r^^^ient('d by an iiKiiviciuaj to a banl<> 
'to withdraw rtK)nt^y frcHn his or another i iuiivi dua I ' s checla'tig^ 
accoiint at (hit bank. 
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UNIT III YOU AND YaiR MC^^ 

Lesson 3.2 Managing Your ^foney 

Handout 3.2.3 Words About Money - continued. 



13. Checking Account: A bank record which lists the amounts and dates 
a person puts iridney he owns into a bank for the purpose of having 
the bank pay individuals or companies whom the person has authorized 
to receive (withdraw) money from this fund. 

14. Consumer: Any person who uses goods and/or services. 

15. Credit: The privil^e of '^?uying now and paying later'^ An 
agreement to receive goods or services before full payment is made 
with the urWerstanding that payment will be made by a certain date. 

16. Credit Card: A card identifying you as a person to viiom the privi- 
lege of using credit has been given. 

17. Creditor: An indtvidu^al or company who extends credit. 

^ : . . .. . _ . . .. _. . . ;. . 

18. Credit Bureau: An agency v^^lich keeps records on people who use 

credit for the purpose of informing creditors whether or not the 
person applying for more credit has been keeping his promise to 
repay other creditors in the past. 

19. Credit Rating: A measure used by credit bureaus to determine 

a pcrson^s ability or willingness to pay his debts, based on the 
pxprson's reputation for paying off debts in the_past. If and when 
a person's credit rating is considered bad, he is labeled a '^bad 
credit risk", and the privilege of using credit will be taken away 
until he repays all his debts. 

20. Debt: Ihe.amotint owed for something you have received but have 
not yet paid for. 

21. Deposit: Money pledged to show the sincerity of oneVs intention 
to buy. Also, the money a pc^rson places in a savings or checking 
account at a bank: 



22. Fi^cnscs : The total amount of money you must pay for services and 
products you need and Wc'int to have. 

23. "ftnancc : Another term for btiying goods and services with credit. 

24. Fin.'incc Ch^Trge: Ihe fee th^it is paid by a torrower for the privi- 
\cy,r of using credit. 



1^: 



Lesson 3.2 



Managing Your Money 



Handout 3.2.3 



VJords About Money - continued. 



25. Goods: A word used to describe tangible items which are for sale. 
For instance j toySj fbbdj clothes^ books j. etc. ^ are examples of 
goods that can be bought and sold. / 

26. Guarantee: A written or verbal statement assuring that the quality 
of goods or services will last for a specific pericd of time. 

27. Income: The total amount of money you receive from all sources. 

28. Interest: A charge made for allowing someone else to use one's 
money. Specifically, for a borrower, the cost of borrowing money; 
for an investor, the payment received from a bank or similar company 
for lendin,f^^ money to it. 

29. Payment: An amount oE nioney ^larged for the privilege of borrowing 
money. Interest is the amount of money a~ borrower must pay in 
addition to the amount that was borrowed; 

29. Payment: An ^^mount paid toward fulfilling a promise to repay a debt 

30. Sale: The transfer of ownership from one person to another, 
* usually after a purchase has been made. ^ 

31. Service: Work or labor that can be exchanged for money. 

For. instance , a doctor, dentist., lawyer, carpenter^ pltmber all 
^sell their services to people who request and pay for it. 

32. Spending Habits: Tne way in viiich a person usually spends his/her 
money . 

33. Wages: Money received from v^ori<:ihg at a job. 
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module: II 



UNIT III 



YOU AND YOUR MCNEY 



Lesson 3*2 



Managing Your Money 



OPTIONAL ACTIVITY 3,2 ,4 



Conparison Shopping 



DIRECTIONS: 

Ask the students for their input in developing a shopping list of 



these things on the chalk board. 

Make sure the items listed are defined in such^.a way that the students 



understand exactly what it is they are going tcP compare. For example: 
a box of cereal would require the brand name, size of package, product 
name, etc. 

Have the students copy this list on a piece of paper and ask them to 
visit three or four different stores and compare the prices of the 
items on the shopping list. 

They arc to record the name of the store visited and the prices they 
observed for each item on the list. 

Ask the students to report back to the class vhat they discovered 
at the next regular class. 



three or four items found in any grocery or department store and write 
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MODULE 



UNIT III YOU AND YOUR HCM^Y 

T-^sson 3.2 Managing Yr)ur Money 



QETX(^4AL ACTIVITY 3.2.5 

Things To Remember 
I 

l^fe have come to the end of our journey' on using money wisely. But, 
befoi^ you go, here are a few things that may be helpful. 

Shop Around 

Check prices at different stores to make sure you are paving the lowest 
possible price for what you buy. Be extra cautious in dealing with door 
to-<ioor salesmen:, before buying from them, call several stores or check 
a nvill-order catalog so you can compare quality and prices., 

Read Advertisements Carefully . 

- - '1- _ - - _ ■ ■ _ 

Buy the products you NEED. Don't let your emotions determine what you 
are going to buy. Remember that in the long run you get "nothing for 
nothing". You pay for vhat you get. 

^Know your St -ore or Company \ 

Before you spend your last dime on an important purchase, call the 
Better Business Bureau or the State Consumer Protection Agency to find 
out Oiether any complaints have been made against that store or company. 

Resist Smooth ^I^alkin^:; - _ • 

Refuse to be talked into a salesman's "fast deal". Remember, it's 
your money and he probably needs your business more than you need his 
goods. Don't sl^^i a contract just because you see southing you like. 
Be sure you want it enough to pay the price happily. Your signature 
may mean that you'll be behind the eight ball for a long time to come. 
Beware df .statements such as 'YOU MUST ACT NOW'. . .'YOU WILL LOSE A 

.goedf::n oppoRiUNny if you wait". . .'^ii-iis is a once-in-a^lifctimi-^ 

CHANCE". 
ihink it Over 

_ . _ r ... 

Never' sign a contract too_ readi ly, no m.atter how ^^cat the deal looks 
to ydU at the moment. Take it hfjmo and discuss it witli s()mcK)ne you 
know and trust, or wi th someone who knows a lot about the prnckKzt . . . 
Consult a lawyer if you arc^ really confused. An honest salcsm;!n does 
noL object if you take youi- t i rrx.^ Lo j ook ovc^r the contract Ix^iorc^ - 
you si)^n ic If vou nro ck^iling with a cIoor-to-H:lcx)r sajesman, ask Him 
to reLurn in a ft^w days uhcm yc^j have had a chance Lo thirik it over. 
Also renxnTilxM- (hat you havc^ threc^ Kisiness day.s aftc.^r si^'.nin)', a contracL 
to change yowr miiKl. 
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UNIT ill : YOU ANt) YOUR -MONEY 

Lesson 3.2 Managing Your Money 

OPTKmL ACTIVITY 3.2.5 

Things to Remember^ Continued 

PuEJ-^ In Writing 

&t a *j>7ri t ten statement from the seller that states he will replace or 
repair his product^ at no extra cost to you, if it should not work 
properly- or not work at all within a certain amount of time. If you 
expect to have your product live up to the ex[>ectations the salesman 
has indicated, then you must have it in writing. An honest seller is 
more than filing to do this for you. Remember that the seller makes ' " 
you put ail of your promises in writing when you sign a contract I 

Get Legal Advice ' . . . • 

If you receive a paper that looks like a legal dociinent or notice, see 
a lawyer right away. If. you can^t affoi^d a lawyer, then go to LegaF ^ 
Aid, but don^t ignore it I 

Use Consumer Agencies 

You can save yourself a lot of headaches if you seek help before yow 
sign -a contract. These agencies have been discussed before, but here 
they are again: 

Better Business Bureau 

State Consumer Agency ^ 
Municipal Consurrx^r Fraud Bureau (each city has one listed) 
Federal Trade Commission 

Post Office Det>'irtmc^nt (for using the mails to dcfrciixl) 
Your local newspaper may have an "Action Line" or some ■ 
similar service to help harassed consumers. 

Check your telephone directory For the addresses arKl phono numbers 
of the above agencies to find the one nearest to your homo. 



1 . 

3. 
4. 
' 5. 
6. 
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UNIT III VaJ AND Ya.lR MONEY 

Lesson 3.2 ManagiiW Your Money 




OPTIONAL ACTIVITY 3.2.6 

A. Few 44is^^ule^ for^ hoppi ^ 

Here are a few key points to remeniber before you decide to buy anything: 

1. Shop Around- Price3 charbe from day to day on almost 

. everything. Do some comparison shopping at stores in your 
' neightx^rhood.^ keep an eye pn newspaper ads and find" out 

uhich stores have a reputation for offering values on certain"* 
V items. ' . ^ * 

2 1 Watch for sales or specials. Stuciy the "Calendar for Barga^Pis". 
Learn when to purchase a fcirgain. 



3. Look for differences in quality. It m^iy well be that a 
''higher priced item is really uorth the extra cost. 

4. Talk it over with someone vho you can rely on to give you 
sound advice. 

5. Be careful about impulse, btiying- _Don't let your feeliii[^^,s 
trick you into buying things you don't need or even want. 

6. Buy what 's right for you. _ Don't be fooled by te*5y^g' '.'fad'' 
items.. -They noay te out of style tomorrow. S 

7. Dfjn ' I buy' high priced brmd ruame goods i f you Cciri get the 
same nx^rch^indise for less. Non-adi^rt-i ^ed goods are usually 
more reasonably priced. 

8. .Read the L-ibc^I infonrtiti on te-h5re you buy to see if the item 
/will really dn wfiat you ox[X^ct it to'.- 

9. C!onsid(^r ^^c^rvice and "retun.is". Ihiy.-^nily from stores or 
iiusinessc^s u4io will service^ or rf'pLace a prcxluct if >tt ir>. 
defect i ve . 
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UNIT Hi . YOU /cMS YOUR MCKEY 

Lx'sson 3.2 ^ Ntmaping Your Money 

;/' 

OPTIQN-Ah A6TIVliy 3.2.7 

; Qiiiz Yourself Into Buying Widely 

^ / ■ 

Instructions : 

Write the ivmyc of an item, you vvpulci \ iki' to buy in the space provided. 
Answer each question on the Vs^orksheet as if you are really ;L2;oing to 
txiy the item. 

I mNT 'W BL^: 

K Do you really need the item? YKS NO 

2. Is the price reasoruibl e ? . ( YKS NO 

3. Is this Ihc Ixvst tlmiL' to buy the item? YIuS NO 
^. If this i s n teirp,ni.n , ; i s it a newrrKxlel? Yl^JS NO 

5. 'Are vou sure thv item is a fpod one? . YKS NO 

6. If the item Is exfk^msive, will it truiy 
satisfy an inner need? (if not exjx^nsive, 

jusl check' L^^^KS". YKS NO 

7. Are you sure no less exjx'nsivc^ item can 

subst i tut(Hl? \^ Yr:s NO 

8. fiavc vou checked and rescvirchcd the item? Yf'iS . ; NO 
Have you done sorix: c( xii; vnd )n !;h()[){Mn;^, 

on the it(MTi? Yl':s ' NO 

in. \^) you know th(^ storr^'s reputation? Yl':s NO 

11. I>K\s the .store offer any s|)<'cial servi<'<'S with 

. / the item? • . Yf'iS NO 
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UNIT III 



YOU AND Ma\EY 



Lesson 3.3 



Banks ancl Yotir Money 



Bl^V 1 ORAL. OBJECT 1 \1LS 



VoWoviiuy^ Lhc classroom discussion; 

L. Students will rrx^re. adocjuate 1 y uxKierstand the 
fujictions of a b.ank. ^ 

'?. , StLidcMits will be aware of the advantages and 

disadvantages of credit and instal iTOnt buying. 



I ael<l>)a rd and chalk 
I }an(i( n it J . 3 . 1 

OITJONAl, A('n VITI KS 

- "(;<'t t i 11)^ Rtsidy f.'.)r V:\y Day" 



Crx\"il-;V1' 



ConTTX')n *Bc' ink i ng P rac t i ce s 



C' red It L^.: 1 nsta I 1 iTR-Mit Buying 



Discussion of "Banks and 
Banking Words" iiandout 
3.3.1 



MM)'a»'.'f lliirl'.MM .iikI Ann a. WcavM-, ()<'t(in;^ Rradv l-oi" I'ay I)av, 
U1i<M'iijv, fj.'w ^'()il<: Rich/n-rls' Tubli'-hing Co.VYof)^)')" 



M0IXJ1.E I 



UNIT III 



YOU AND YOUR BANKING 



Kinks arxi Your Nk:5ney 



S UGGESTED AC HING TECHNIQUES 

L.D. - E.H. - E.M.H. - 

Introduce the tyi^es of credi t that arc avail^ible to 
studeuLs by devcLopin^^, a brief prissentation to illustrate 
the varLous forms and uses of credit from the following 
inlurmation. If possible, you may wish to use actual 
copies t'. replicas of various forms of credit applications 
to h^^lp illustrate your discussion. De[iending upon the group 
you may wish not 'n discuss all that is suggested. ' 

If possible, you might take small groups of students to 
a local park and go tf;irough some of the processes with 
those who need further guidance. A speaker may be con- 
tacted vho can bring in movies or slides^^to ansv^^r 



further questions students may h^ive. 




\ 
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YOil AND YOlfK BANK INC 



ix.\ss()ri 3.i 



Banks and Yolii' Mouthy 



HaiKlouL 3.3.1 



Bank.s aixl Bankirv, Words 



Ivf . 'ii our j^^randparoiit: s lx)ujL>ht thj n^^s tH(\y [probabl y Ixd i.cvcd that 

it was wron;[^ to owii sorTx_^thi n^.*; that; they had not yet paid for.. 

But rnost [xx)i)lc today l<now that Lhero is nothing, ivrong VNn.th buying 

cm Lirnc>._ 'lliore is s(xt>o thing wrong, however, WLtI\ not getting quality - 

nKM'chandi so <'ind wi th not shop[)ing aroinKl to get the most inexpc^nsive 

f i I lanc i ng. js s i b I e . 

LJhfortunaLely, very few |>eopl e are f :imi I iar with the nvmy ways 
they can iise credi t to th(M r adv/mtage . Here are a few things 
vou should chock into bc^fore you Ixiy^on time. 



-I nterest Fre<.^ Ca'crji ^. ; 

You've hurfird tb^ olcl savirig, , '^ou can't get Hcm.' thing for nothing,." 
'Ihi s is ^n accurate stateracnit to l:)e sure. But you can get interest 
free credit at som^^ stores if you. are willing to pay the balance 
witfiin usLiaily to 30 days , depeixilng on the store's policy. Some 
will . even let you go for- as iong as 96 days before they wrll charge 
inte^n^st. 



Revolving Charge Accounts ' - 

l\/hen vou get beyond, the charge account, you generally get. into viiat 
is known as a_ ^'revolving" ch^.irge accoui:it . M'lny stores allow a 
customer to ch^irge purchases up to a given amajnt, depending on his 
credit rating and the amount he shes to. pay each month. The cus- 
tomer makes a monthly payment cind is charged interest on the unpaid 
balance. The interest, charge is usually l-l/27o monthly. That 
doesn't sound like much ^ but figured on an annual basis, this comes 
to a vvhopping l87o interest. 

(A't this point, it might bo useful to illustrate by example what 
the 18% figLJre m^^ans in terms of dollars and cents.) * 

For instance, take Bc^b Blunder vtio wanted to buy a Pioneer stereo 
se£ that is on sale. for $200.00. It regularly sells for $230.00. 
He\;akes a year to pay and the salesman tells him that he will be 



paying only l-b7o interest per month. But, what Bob does not realize 
is that ht: is paying interest at ari annual rate of l87o on the un- 
paid balance. And this/could cost him an additional $30 to $35 
for the stereo set. 



\ 
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IINIT III YOII AND Y(M< BANKINC 

l>ossnn '].'] : Banks anrl Vtnit- M()rioy 

fiancloiiL . Banks cuxl I^ankiii); Wotrls 

i 

Charge I t -- ('onC i n i \c(\: 
Crvdi t ('arc is 

It is i ni[x)ss t bi to rnzikc thc^ j;onora 1 i zat i on that crc?(iit cards arc 
eith(M' good or l>ad . It dcjXMids on voci. If you have cibsoititcly 
iio will jx^wer, then the lx\sL advice to you Vvoiild be to forget 
alxnit owiung credit cards of imy ty}>^. Fc)r those uhcj can restrain 
themselves, aixl who do not h^iye a tendency to lose things, credit 
cards have a distinct advantage. 

Mc'iny types of crc^di t cards (?xist. _ Sonx} yoii h^ive to pay for and 
others are for free. Generally, they carry no interest charges 
for 30 days, and somc^tinyjs even joriger. M^my banks and, credit card 
ccomi )an i e s ge t t he i r' " i n t e re s t " by cha rgi ng t he s t ore s viiere pure base s 
vv^re made a certain percent of the purchase price in short, a 
di scount . 

A big advantage tor credit cards is thzit they are as good as money 
i n you r poc ke t uheni an erix * r> ni c y arises. 

'ihc Cost of Borrowing Mo^iey ■ 

KvcrydnG knows that you can borrow money for something you ^^nt to 
buy. Yovi should bt^ aware that the interest rat*^ is based primarily 
on the risk taken by the company lending you the money^ As a result, 
the true interest rate c^an go as hipfi as 36%, or even higher. 

No one can tel 1' you the best way to borrow money in every situatidn. 
Rut if vou know the different ways that are avaiiabie, it will make 
the task a lot easier. 

Life Insurance : 

Probably the least expensive loans are those available from Life 

Insurance Compm'fes ^ provided you own a life insurance policy in 

the first place. If you do, generally, you are allowed to borrow, 

up to the cash value of the policy at an interest -rate of 57o to 6% 
per year. 



Credit Unions 

In many com[)anies, a credi: vinion has been set up for employees of 
that company or organization. Ihe credit union offers low-cost 
loans to their members. 'It does this by pooling the savings of its 
members. In other words, it is a kind of consim^r cooperative, 
interest charges are usually cabout 1% a month for the unpaid balance. 
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UNIT 111 



YOU AND YOUR BANKING 



Lesson 3.3 



Banks ancl Your Money 



Handout 3.3.1 



Banks and tonkin^^ Words 




Ihls is another way to borrow nx^ney, but there is a catch to it. 
You must hiive money in the bank in order to borrow at a lower 
interest rate. 

CorTmerc i a t Bank 

GoTTTTiercLal: banks only loan money to peopl e that are considered 
good risks. A person who has a Job and a record of prompt payment 
of bills should haye no trouble ;G;etting_a loan from a.bank. One 
thing to remember is that banks have different plans _for repayment, 
and different rates., so it is_ wise, to shop around. Generally^ the 
rate will be more thzin from the other sources mentioned, but less 
than finance companies. 

Finance Companies 

Finance companies make small loans to people who wuld have trouble 
getting loans from a bank. But^ because these companies take 
greater risks than banks ^ they usually are permitted by the laws 
of some states to charge higher interest rates. Interest rates can 
go as high as 3-1/2'/^ per month, or 427o per year. 



Again, you may want to illustrate the dollar and cents costs of 
this form of credit by using the situation presented earlier and 
comparing the costs of the stereo by substituting a 427o interest 
rate'^for the original 18% charged.) 

Conclude the lessdn on credit by discussing some or- all of the 
following: t 

1. How can you get interest free credit? 

2. l^at is a revolving charge account? 

3. Do all companies that loan money charge the same amount of 
interest for the use of their money? 

4. What is the best way to borrow money? 

5. Are credit cards a good idea? 

6. What is the least expensive way to borrow money? 

7. How does a credit union work? 

8. Why do finance companies charge a hi^er rate of interest than 



banks? 
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MODULE II 



UNIT in 

Lesson 3,3 

Handout 3 • 3 • 1 

CharjB;e It - Continued: 



YOU AND YOUR BANKING 
Banks and Your Money 
Banks and Banking Words 



9. Of all the plans mentioned ^ which do you think is best? Why? 

10. What are the right reasons for borrowing money? 

11, What are the wrong reasons for borrowing money? 
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MODULE II 



WNiT iv 
Lesson 4.1 



FiLLiNtt an: forms 

Filling Out Forms 




BEHAVICBAL OBJECTIVES 

Followine the classroom discussion: 

- ■ - - * 'S ^ 

1. The students will have a better undersiardiry^ 
of the proper way to fill out various ^forms. 

^ \. 



CONl-Em 

Slcills in filling out 
forms 



SUGGESTEEUjErHODOLQ Cy 

. Filmstrip ''Life^Jkills : 
Filling Oat Forms and 
Following Directions", 
Part III; 



Sample Forms - Worksheet 4.1 



M/^.TERIALS 



Filmstrip Projector 



Filmstrip "Filling Out Forms 
Part III 

Worksheet 4.1 



OPTIONAL AeriVITY 



* ITie Center for Himanities, Op. Cit . 
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MCOJLE II 



UNIi: IV FILLING QUI FORMS 

Les5<^r\ i^^i Fiilin^ Oat Forms 

L.D. E.H. - E-H.H. 

Filling out forms is a life skill that. all yovmg adults 
must learn. The instructor should first help student^ 
to see that one must first read forms carefully and 
secondly they miist follow directions accurately. This 
may be done by..,^rrtnging in a simple recipe and discussing 
what might happen if the correct amounts are not put in. 
fcabels from clothes can also be checked and discussions 
of what might happen if the instructions are not folloioed 
Could be held. 

After discussions arid filmstrips students may be given 
the forms and assistance given in following the direc- 
tions^ arid filling them out. If additional help is 
needed, obtain forms from banks or depjartnent store 

credit offices. y 

• / 
^ / 
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00 



it IV Filling Out Foims 
Lessdii 4.1 



Ati:0WAN(:i;riRTiFiCATi' 



Worksheet 4.1.1. "Sample Forms" 



t 



I. APPtlCATION FOR A SOCIAL SECURITY NUMBER 



.*''.'^ICATI0N;0H A SOCIAL SEC U,o,..,-,.,M.,o«p.d 

Initrucllofli^pn %^ Prlflljrt |licl or^Dlft Iftfrlnlt flf till T^pwriltr.- 



■ 'ivi ""V'!. . ''til 




f J|."vT?itirv"njiirrwrinrrrn\ir 

* irin«i"»O4>'iI0SUi|SVOCiH 




N0''( I "■^•'Wii^' P«» *IH id l|li<lr hi| t)i |Omw<«« |IM » i»u* liHi^f "viiil^ll B* tlti**t to M 



(Mllt.kMflirii^ 
rofmtMd H) 



Form W.4 (Revised October 1976] 

Employee's Wilfihdiding Allowance Certilicale 

(IMr /nr u'.^rr. pud ,i/f(7 fipcpmbrr JI. 1976) ' 
Hif f rpllfijtof) (tiilfiijl bflow pill hflp )fou dHrnfiiof joiii (orffrl nuinbff ol i»ilhfiolJifl( 
lllo»joffi, ]fiil vill ini^t )|Oii in (omplflni h \m I^A it li»e bodoni ol %\ f)i|f. 



ilivoid Ovfr«ijhhol(ilfli( 
or OhderwiihfintijiriK 

!...fl.y, !!''?"Ti.'n.?..t^t bforff.^yf'.i^fr ol.wifh: 

(jn Itt (hf ,ifiioiin| of 1.11 ^ihf'fld 
youf .'N^'C'^Vlo y.f'i/f 1,11 hjjiiHy In 

to lh|.<irt)*,\iirfvl^>*-|inVfMUl-fifJi#Oni 
tr lif rl>(i'iri )ti ilrnn (^) fhrpiij^f) (f;l t)f 
Id«. hf viif ynu ciji^ iny j(|'Miciiiji jiiQw' 
Jn(f_1._V(ni- ^Jf -ftiliUfd- Im wt-Jfiti (-h^, 

Alif^^imrflV f(>(.('rr||J\| jM.ilfnj 
(j)v...All(i*,.iri/,f(4,| Inf.jl^iluflr/^UV.'.-.WhJf 

[^"" .'*.'."'..*".''f)")k,.|ii'.'l)'nri, jhff 

Iff M Ir t.f fl,V"if(f i(if|*f * I iMi(i|Mini ' 



fn your \m \f\m luim Ill4f) pf lofm 

\mk 

i|ypy..ifl.viii;'» wii^) finly p.ni 

fmplj.iyp(^.nf..mj/[)*il-wi|ii .Dnly-.onf..»ni 
[f't)yf> ind ymit ^rniii^f il "nl fiii|>loyfil 
|f yoii hjvf iniiMMlly ljrj;f ilf *iirfll d^iluc 
fifing -in. dlutKlily ^fi\\i\m. Ot-t»<1tt|;) 

'or fhild c^i» fipfni^fV pjfnpd in 

injj loo mufh-inromf *rlMiflr1 fiom 
yftijr *j|[fi riMJ^ nolf '^Jl jiirpofiy il 
no Jim(ft ilfma^<i liwiuLiian,-^! 
\A\\ytt \\ jfl ariiitllrw"! tfl ):tDit inforrii 
II M'^y bf I.O'yniii htm\ Iq tjiif tHf .>I(I.[»(I 
iid jlfitiiciion in iifloi.ittmi/ioi-dKJuc^ 
Im bfffluv ol Ihiv^hjnp H you md 



yfjiit loouvf. hnih f iryilryM or-|fOii 

M"rf IImii nnf ^itif.lfiyf^ y(»| ^ho|/ld 
htif !r> Rt^iirf Uifll f hiMi(;li hrfl 
iil.Mi.rM .il HM Mjhji fciu.npfi mofi 
l^iM'hoMirf {\\''^\ lf*»r- fifnniiifln| Of 
iMi ,t[liMinnit| Miiihhol(l<t<K II vou in 

tiifjJi'Jl.i.f-j lvr!ui!U...vl!lil)nM). wilhtiokiinf 

flJ|(>*iiuft li.jVffl nr> itfiiHf>rf-d>rjii(|iOni, 
(hf>li |hi» work^iMl on Mi» h^di tO If I 
i.l)i»i.yf)ji..«i?.<'r("iiinu ilif finpfi nunib^J 

ol llli'W.lr^f s 

ybw Miiny Witfilibldinf 

^llp.^inf.fl MJjf Yoii ClAifn?. 

...pin^r^i^^ |ii#-wi'Hui^-b*in* lo <)e- 
Ipiniit'p Uif nu'tikf (jf ^l|f)»inffi you 

Diy.C.'.'Un.i.lO' .Ui wi.tHhQlrttnn ii.uf poiei.lfl 

t^^# piiin|» II yoii I'f vnglf ind ho'd 
f^Off orj_ lok tCii. ffJiy-aol xliKQ 
t^-s;»m« *llowJ»PfH-w'Mi rnefe thjn onf 
fmplovr It Pif ijm« tim^ or, il you ir| 
I"V'|tfd jnd bo|h_you jfldyour tpoyitw 
f^'pieyfd, you wjy wf cJ#r(tvlh» 
\wmf\ wilh your fmoloy^rjl 1^f ii{nf 
h'!)f., * .wl'I.V,l*nLtl'f.'?...^'f'.f^ .(hi'? i 

^iKtfnl 6l Clfijdl.-MMICA^I-^l^^oRiCO, 

miy cljim only oa« pfffonsi liicwincf . 



Fidure Youf Tolil Wilhydifii AllowmM Oilow 



(i) Allowincf forynuf^fif -pnier j 

- jt>) Allr*,in{f lor youf Hirtu!H-fntff I 

; (() ^ilc^^fiff lof youf flgf"if Mof ovff-<r|fr i . , , . 
I (dj ^I'Dwjinrf for yoiir ^poulf'l lgp-i(65cir ov^r— fnlfr I 

AliD*j?rf itM biiftdnfn (yourHli)^fnlfr j ^ . 

l4*^Nn*rAn(f for htifidnfM (jpouifiMMff I 

(|) AWntf(^) lor dfnn)(]ffll(M- yiMi iif fMiHid to rlum in |iio«»n(f fof pi(h dfpfndfH you b* ibll lo 
, Cli'fii on pur ffiifiii mcorrf In rfli/r^. Oo not inrludf yonftpli or youf looinf* 

(hi ?pfCMl i«'ifihnl(iinp J'ln*^nrf _ ii yni, jrf vnglf W'lh dnl^ ri# frrf»'Cyf r. Of minM wth on'y On^ pl^rf r jnd 

y>ii)' ipf^ll^^ n nri ffnptoyfd^nifr I" 

I ji) ^llo*.infi*(\j irti f(ff1,t|t)--fi|fr frimli^i Ifpiii Imf |r) pn titf) nl*iff f.rif** , . * 

' ill AiM<r,^n[f;^) (fj, (jfrtii(lii)n^- ^niii nmViff (ifim Imf {«) on \hf vrlt** 

- fli ' \ru t\ IMf^ll ll»,»".i# S»'>iH nN » . . - 



«ci>i> AMTMT«N ym 



Complfling FOfm niiml>ri o» by ^or^iptfl nK |ii> pri i^ f.^^ mo»f Im IM •»'(' l>t wlhhf'd. 

. . ._ . . . »Mij. ni*rir<^..ll>*.J*'ni.lQ.r.ni..ffl_jnnfili 

If.y/jJ lirid-tM-yDi;-*'*-fotj|lfd-lfl-flof H1^#-aiimltfr of^^l'i*infM yeii-rf'wnjtly (Ui'"<'^f <f«f» or "T 

or mf^if »t|n*.!nr>^ m iHdiliOf* lo ItiOif fl.nn'rd <\f^<f\v\ yf^u rhu^t j nf* «lio*;»n"^ on |.n# I. of ^ aUifif fof |ddl- 

•rhif 1 v'Ui ji^ no* f Uiminji irciNjf ynor I <\im W ^4 wiC-d j." (^lirrJd ff^u r» l^cn;! *i|hi nLLnj o'' 4^ of t>*>l^ )_ 

T Ci^f Ihf botfoTi pjfl ol ihts inrm lo your pmployf r; If ep ih< uppf r pirl jor youf rf toriji jnd mlor tnjlton f 
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Ot«ri*Hi ftjiki ttfiivry 



Employee's Withholding Allowanee Certificate 

(tiili crrijiicaiti$ tor lAcoof ill wiiiiioidif\| purpotii 

only; K wll rrniilit M fiffd vfitil you (hirti rl ) 



NO If l'--|Kiu"wi/<^M-pi l4i i,i>uMy lui-UAl-y^i'^ivf i^t^pfi^lf fifl-ljfnl.(y-/nf \h^ yf^r. yoo f»i.iy foffnl^-^f (ofMrn fi^np 



ln» V P"t| yOu' lull n*"H 


T«yr will Mcvfify ivntef 


Homi iddifii (Nunl^ti ird !i'M Dt lunl r»uli) 


Mif'lil ililui 

[] Si^tii [] MimH 

lii Bi v.! !(f(. tiuL Ifil H ri/litd, AL iMuM 
|i«M ^ 


C'ty 0* lOwn. Sl|l« IPd ?IP Cfx)* 


1 TotJtnumh4ro(lltr)«inciiyouiri(ljimiA| . . 




> Addl'nnji imooNjfiny. yM*j«tdidu<iHM 


1 


i>*.p,Mii n fl^4'..,i» IrrrtrJylh,! |'rr'ftu<Khf> «! « |f»..< tng rii'< »l>4^l l-t^ fli^Ol W \*-\ 
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JOB SEARCH 




OBJECTIVES : . ; 

1. - TO make students aware of the job seeking resourcfes on 

the Ct)iTtriuhitY College Campus . 

2. It) help students becotrte knowledgeable concerning job 
seeking skills. 

3. To assist students in developing skills for interview 
situations . 



4. To have students learn -effective skills in filling out 
job appiiqations. 




MODULE III 



- JOB SEAFOi 

o\;erview 

The student prepared to take Module III should have already ocrrpleted 

career exp>loration arid te r(?Gdy to gain the skills necessary to obtain 

__. _ il: _ _ . . . . . . _ . ' . 

the job of his/her choice. B'or any student who has not adequately 
prepared for Module III, the instructor can refer hiin/her to the 
career center on the local camrunity college carrpus to obtain the 
prerequisites for career exploration before taking Module III. 

The question to be addressed by Module III is; "How does one go about 
getting the job of hisAier choice?" Knowing what one wants is the 
first step. This conbined with the skills to be. learned in Module III , 
should enable a person to find ain appropriate position. ^ 

Skills addressed in Unit 11, The Job ^plication , will provide techniqt]ig3 
helpful in filling out job applications and depending on the need 
experience of the students ^ resume writing can also be introduced. 
Unit ill , Ihe. Job_Jnteryiew , provides skills and techniques for odndiici^^ 
oneself in y±> interviews. Students will practice these skills ift irpckr 
interviews in the classroom. 

j» * 

Most of the students entering Module III will also have had oooper^ive 

'_ ] , ______ 

education and/or work experience programs in their seoondary experience. 

As past work surveys have indicated, young people often obtain their 

first job with the assistance of people they know. These people may not 

always have a job to offer, but they of ten' know about available openings 

and "pass the word along". Unit IV, dob-Seeking -Skills- , introduces ways 

the student can use these and other resources available to him/her in 

finding the job of his/her choice. 




1^2 
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-MOIXJIJl iti 

/ 



UNIT I lOTI^ODUeriON TO JOB SEARQI 

Lesson 1.1 Introduction 



BEHAVIQRAL OBJECTIVES 

Foiiowing the classroon discussion: 

1. The students will know the course rocjuireinents and objectives 

2. The students will be aware of each other's work goals 
and any current plans they have for reaching those goals. 



CX3N TENT 

Intix^uction to Course and 
Student^resentation of 
Orpioynient Goals and P^ans 



SUGGESTED METHQDQDJGY 

Individual introductions 
begihnii>g with instructor 

Presentation of course 
objectives and requirements 



MATERIALS * 
Blackboard, chalk 

- T| i _- - 

Activity Worksheet 1.1.1 



QETIQNIAL-J^IVITY 

"The Introduction Name Game" 
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I^O^ULE 111 



\ 

UNIT I iisrriODUcrioN to job seaioi 

Lesson 1.1 Introduction .-te 



As with Module i , Module JI classes should be fomied in a circle 

for test group irtteraction, and to' facilitate discussion. It is !^ 

Suggested that this class structure be followed throughout the 

rest of the units, as it provides the best atirosphere for group 

Supportive interaction. 

The instructor should write suggested areas for student intro- 
ductions on a blackboard or large newsprint. (See Activity 1.1.1). 
The instructor should begin by introdiicing' himself or herself, 
arid acting as a model for students to fallow. 

Those students who have ccffrpleted Module I will be at an advantage 
over those beginning with Module III. One suggested method for 
assisting both levels of students is to assign advanced Module I , 
students to act as teaching assistants for those who have not * . ^ 
taken Module I. Their first assignment should be to show new 
students around the campus after the first class period. 



UNIT i INTROXJCTiaa TO JOB SEAPCH 

Lesson 1.1 Introiuction 



NJTIVTrY TORKSHEET 1.1.1 . INTJ^b'eHQN 

/ 

SUGGESTED QUEST lOMS : ^ 

1. V^/here you work 

2. What kind of 30b you dc 

3. Rate of pa\' 

4. IVE^ transportation used 

5/ Location of job 

^ '6 . Hobbies , dreams , etc . , anything you 
nuyht like the group .to know 



I^ULE III 



UNIT II ' THE JOB APPLIGATICW 



CA/EWIEW 

Filling out the job application fonn is an important part , of the 
job seeking process,, which should be taken very seriously. When a 
prospective employer reviews the person's application form, it will be 
an advertisement for the student. Applications can be either 
neat or messy, clear or confusing, accurate^ "-'or contradicting. The 
student needs to pay close attention to the information and the way 
an application is to be fillcid out. ^\lhat he/she puts down will 
represent the picture of him/her that the employer has. 

If an orployer is not irrpressed with, the application, the stixient 
may not even get as far as the interview. impress upon the students 
to give the job application their best effort, as it could provide 
important dividends. 

Unit II begins with Lesson I, Packaging Your Skills , which presents 
why the application is important and a sirrple technique for having 
job application information available in the form of "wallet cards". 

/■ 

Lessons II and III provide the student with specific practice 
sessions where skills in filling out applications can be learned 

V and practiced. By the end of the first unit, the student should 
have the infornition needed to fill out most applications, in a 

■J readily accesi.ible form. . ' 



V 



IVKDDULE ill 



UNIT II THE JOB .^^PLICATION 

Lesson 2.1 Packaging Your Skiiis 



DBAL OBJECTIVES - 

Following the classroctn discussion: 

1. Students will be aware of the inforrnation 
required on an empioyment application. 

2. Students will _ be aware of the proper 
arrangeiDent of information on various 
types of eiT^loyment applications - 



(-Q^TPE^ SUGGESTED METHCODD3GY 



iBTployinent ^plications ^ ' *• FiLns trip "Packaging 

Your Skills: Application" 

■'''r - Introduction ' of the 

, "Wallet Cards" Worksheet 2 



NIATERIALS 

FiLnnstrip projector _ 
•lis 

"Wallet Cards" Worksheet 2/1-1 
Biackbo£u:d, chalk 



- - f 

OPriONAL ACI^IVITY 



^I-'^inding Your I*'irst Job, 
"Filling Out The Fomis" 



*Gannaway, Op.ci t. , Uni t XII.. 

*C::arl Mcl)<iniols, Kjnciinc| Your_ First ."Job (lioston: Houghton Mifflin ^'n., 3: 



I '')f) 



MOdULE III 



UNIT II 
liesson 2.1 

4 

Wbrksheet 2.1.1 "Wallet Cards" 

ISiote to Instructor: 



This card may be reproduced on tag or note cards to be carried in 
students ' wallets . 



Address 



Btrthdaee 



Hp" etty" 



Driver License# 



Notify ir 
Phorte 



Sfcace Gouncy 
_Helght^_ 

;e of emergency: 



Wbrk Hlsfcorv : 



Bates Naroe & Address of Enptoyer Rate of Pay Supervt sot Reason for 



Fr. To 








Leaving 














->^- ■ 









Name 



E4jcaLiaa:H±0i Schoot 

Name - : — 



Address- 



Date of Craduatlorv 



Address-_ 
me 



•Address^ 



MODULE III 



UNIT II 
Lessoij 2,2 



Tffi JOB APPLieATiCN 

Application Form Practice Session I 



BEHAVIORAL 



Following the classixxxn discussion:^.-; 
1. Students will have the knowledge to fill out 
a job application accurately. 



\ 



CONTENT 



Job Afjplication Forms 

MATERIALS 

Pencil, pen 

- 

Wbrksheet 2,2\,t ./ " 

Practice Emplo^^itr^^li^ 

Blackboard, chalk "'^1-^^.' : , 



SUGGESTED METHCXXDLDGY 

Practice Brrployment 
Application Worksheet 2,2,1 

Wallet Information Cards 



QPTICmL ACTIVITY 

*J^sUme Worksheet (Page 25, Finding Your First Job) 
fit Practice^- liScercise 

**"Applicatipn for Employment" 
"Jcftn's |]ew Job" 



*Ibid 

^^ Application for anploy noit, "Jolih's New Job", (Wliite Plains, 
New York: 'the Center For Hijnanrties, inc.) frames 42-60. 



o 
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UNIT II 



THE JOB APPLIGATi™ 



Lessdri 2.2 



Application Form Practice Session I 



SUGGESTED TEACHING TECHNIQUES 




L.D. 



E.H. 



E.M.H; 



The Resume, an optional activity, is a good option for nore 




for jobs where a resume would be helpful. For students vv^o have 
much less experience^ the "information cards" will probably contain 
the type of information they will need to fill out most 
applications. 

» 

Students rarely have the necessary 'information with them to fill 
out the practice application. Sending home the practice sheet 
Or the information card as hcmevsork usually is helpful. The 
instructor will have to provide individual assistance for some 
students in filling out the application^with accurate information. 
Pre-scheduling individual cdhferehces during this time in the 
seirester will add much to the success of this activity and provide ^ 
the student with the skills and information needed to fill out most 
job applications. 

The individual sessions will help the instructor be aware of how 
each student is approaching his "job search". It will also acquaint 
him with the individual learning strengths and weaknesses of the 
students in the class. -'^ 



4 
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UNIT 11 / 
Lesson 2/^ 
Worksheet 2-2,1 



THE JOB APPLICATION MOOJLE III 

implication Fonn Practice Session i 
Practice Bntployment Application 



Employmervt Application 



1 ; N<ime 

LdSl 
3. Address 

eel 

5 Bi( ih D<iie .Kul Pi j^e 

8 Heitjht _ f: 
12 Piesenl Hejttri 

e AC el I efii 

tell I 



Fust 



Middle or Mjiden 



-liy SiJie Zip Code 

I 6 Aye j 7 Mdritjl StaiLis 

; ... .... I 

1 9 vA/e'ghl lbs 10 Hjir Color 



2. Sociai Setiur liy No 
4 Telephone No 



single 
ni jrr led 



divorced 
widowed 



gotjd 
Poor 



14 Circle highest yejf <\\ school ^"'^.''P'eted jnd give diploma 
or degree leceiv^^d. including ^^ E. or G;E D 

j^rdde and High Schoo* 

. 1 2 3 4 5 6 / 8 ^ 10 n 12 



^^'uma ur Degr ee 



College 

1 2 3 4 b 6 7 ^_ ^ 

16 Erhpldy'Tierit His|ory - Mus^ '^'^i-'rii job f»rst 

d. Name of tniPloV t^"^ ^.^x- — — 

Address _ — ^ 

D.J res ol E nipldy"^^'"t ^ . _ 

Position and Duties . ^ _____ 

b Ncirhe o\ Err>Ploy - ^ ^ _ 

Adtiress — _ — - — 
bales of EniPloyfTi'^'fit^ - — 
Po-anonand Du t «t^5_>— 

c. NarTie of ^nipluy er : 

Address --'^^ — 

D.ites of E rt)PloV'^''*'*'*^ ^ ^~ ZT ~ — 

Posiiiofi aruj Out 't.'^ j;^ 
17. List three (3) refert'nres ^ho not rol^jtefi to you 

a Nt>rnt' -\ SZ^" --^Z 

A(Jdr ess 

Hr.>Ljtio/)sh i[) - 
b Niirno ^ 

Ad<Jf OSS ^ - - 

Mel.itii.nJi.p - 
c Nariu? 

Addn,.is 

f<<jlatiohsf» ip 

20 Are yi'ii a riM'nibtt, i\\ liniort'' y,.^ 
I f so. n.irni? \ A iinu,ft 



11 Eye Color 



13 Do you have cjr)y physical handic.ip or liaiualions^ If yes. 
exp'jin. Yes No 

15 List courses or uatmng which prepared you for work: 



No 



18. List hot)bies, school or coaimumty hvitios, and cir»y offices 
you have held. 



19 Whdt would you like fo l)e doing H) ye.irs fiorn now^ 



21 Are you wiH">g travel or nrhx .H<J ff)r oauiing ' 
Ye-; No 



EKLC 



i6( 



MODULE III 



UNIT il 
Lesson 2.2 



THE JOB APPLICATION 

Application Form Practice Session I 



OPTICMAL ACTIVITY 2.2.1 



Pet bor^dl I nforn^aiion 

Ndme (F!r<,t, MIfLaSt - no nick ndnjeb ) 



Local Matlinq Address 



Permdnent Mailing Address (if different from above) 



Social Sev:urtty Nurt^ber (see Chapter 3 if you don't have one) 



Oalt: of Birth 
Height 



Place of Birth 
Weight 



HejiUi (txcellent; Good, Fair; Poor) 



Maritdi Status (Mamed, Smgie, Divorced, Separated, etc, 

Nurr^ber of Children (if any) 

Miscellaneous — 



Educational Background 
List most recent schools first. 

School 



Cfty/Sraw 



Dates 
A trended 



Degree/D iploma/ 
Major 



/ 7^ 



i - . - ^ 

OPTIOlNiAL ACrr.'ITi' 2; 2:1 continued. MDIXJLE Hi 



3. School Act/wiiies 

E xiidCvjrf lC^JlcJI Acti; .iic-: Offices Honors 



lime; summer; ar^n vol jn^fs.'.'' ork 



Ojiei> of E net De:>c f ir- i'-'i 

E mplovnidii: of Dut.t's 



.. - ■-/ 



J 



J. IfUcresis 

List hobbies, communiiy or ijanizations, arid other activities. 



References (^,ee next section of this chapter) 

^<^ffif Pos/r/orr--— - Address 
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^^:x>ULE iii 



UNIT ii ^ JC© APPLiGATION 

Lesson 2.3 i^iication Form Practice Session II 



BEHAVIORAL OBJECTIVES 



Following the classroom discussion: 

1. Students _will be able on their own to fiii 
out standard employment applications. 



CONTENT 



Job Application Forms 



SUGGE STED METHCXOLOGY 
? 

Practice Brployment 
?5^1ication Worksheet 2.3.1 
Examination 



Class Grading of EScaminations 



MATERIALS- ^ 

. _ _ _ _ _ _ > . . _ . . _ _ 

Practice Examination Worksheet 2.3.1 t 

Pencil, pen 

Blackboard, chalk 



OPTiam. ACTIVITY >tS 



4 



1.63 



UNIT 11 



THE JOB APPLICATliDN . . ^Vf;- 'l^. '■ v^-^^S 



Lesson 2.3 Application Form - Prac 

Worksheet 2; 3.1 Practice Empioymenc Ap; 



1. NAME 



Last 



First 



Middle 



3. Social Security #: 




'-■'■V 



State 



^ 4- Telephone Numbeli^^J' . 



5. Birthdate: 


6. Weight ' ^ei^ht / 


8. Date of Hi^ Schoo:^ Graduation^ or G.E.D. : ' .:\ 


Any additional training: 

— — — — — " ^'"'^ — — ^ ^^^^-^ ■- ■ 


_Work History. 'Start with your present or latest job: Nv 


a. Nanie of Employer: 


Address: \ 

t 


Dates Ehployed: Position: 
from to * 


Reason for leaving: 






__ _ _ 

b. Name of &npioyer: 


Address: 


^ Bates Emgipyed: "Posttton_ 


Reason for leaving _ 


from to ^ — 






..... .. 


c- Name of Employer 


Address : 




Dates Enployed: Position 


Reason for leaving 


rem .to I 








• 



11. List two (2) r-^orenccs: 
a . Name 

Arklress 

Occupation 



b. M.MiiG 



Arid re _ 
Occupat 1 on 



ERIC 



MODULE III 



UNiT iii ;^ THE JOB INI7ERVTEW 



The interviow is one of the most iirpbrtarit elements of 
obtaining employment. Usually students have problems 
; -acquiring a job also have problems With presenting than- 
selves well in an interview, in this unit, students 
will be given help in interviewing skills, v^at to look 
for, what is appropriate interview behavior, etc. video- 
taping will be used as in Modules I and II for stadents 
to *beccme aware of the skills they have or_ heed to work on. 
Positive feedback is also given fron instructor and class- 
mates to make these positive and enjoyable learning 
experiences. 

■ % _ 

Lesson 3.1, Packaging Y ou r Skiiis-: _ The- Jjotervi-GW , presents 
tlie necessary skills for the job interviev; i^rocess. It 
shows students the importance of presenting thanseiv^s well 
in an interview. ' ^ 

Lesson 3.2, Job. int ejj/iewL^ractice-^ssion I - Preparation , 
presents to the students the most carmonly asked questions 
in a job interview. The class then discusses the best way 
^ for an applicant to answer these questions. 

LGsson^^^^3> Job Interview Practice Sessio n II: " Video- 
Tape Mc^ Jnter views , gi,ves the student a real oppor- 
tunity to practice what K^she has learned, and to have 
a visual playljack of how he/she actually performcxi. 



MODULE III 



UNIT III THE JOB INTER\/IEW 

Lesson 3.1 Packaging Your Skills: The Interview 



BEHAVIORAL OBJECTiyES 

/ .■ , _ _■ . ^ " • 

Following the classroom discussion : 

1. Students will be aware of how irr^rtaht 
the 5o& interview is to their eirployment. 

2. Students will have knowledge of how they 
should conduct theinselves^'*8uring an interview. 



OOtTTENT 



Appropriate Behavior for Job 
^ Interviews 



* . Fiiin^t±"ip "Packaging Your 
Skills: Ifie interview" 



Fiimstrip "Packaging Your Skills: 
The Interview*' 

Fiimstrip Projector & Sound 
Synchronizer 

I 

Blackboard , a Ik 




ng Your First Job 



\ Qp-^^ ^ - ' u^it XIII. 

**McDani<'lsl 0^3. cit., pp. 45-52. 
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; ' MODULE III 

UNIT III ■ TliE JOB INTER\;iEW 

Lesson 3;1 "Packa<jiiKj Your Skills: The Interview" 



SUGGESTED TEACHING TECHNIQUES 
^ 

Staidents who have cxxrplQted ^todules I^^arid - . II should have gained 
skills in being interviewed. This can ^cf as a review for these 
stiodents and help them gain Confidence in* a- specif ic job interview 
situation. As in Modules I and II it is suggested that video tape 
equiprent be used v^ere possible. Students v^o have had experience 
witfTthis media can help the others "v^o have not, to gain :Ough 
confidence to attempt the^r first video. 

-Where video equiprent is not available, role play practice interview 
sessions can be used with effectiveness:^ Other students can be asked 
to act as obser^/ers and give constructive feedback to other students. 
The instructors should linriit the kind of feedback given by usigg an 
observer check list that will focus the feedback in a positive '^manner . 

Lesson 3.2 includes a list of "frequently asked questions^', v^ich should 

as the basis for the mock intorvicw practice sessions. The 
in -': ac" c^i/add or eliminate questions depending on the level of - 
t^ ^ i.cular class he/she is teaching. It is, however, helpful 

L-he students to play both roles if the maturity of the class 
.will allow th.k^. 1: not, instructor is advised .1|^pt)e the one 

conduc^tihg the interview. Tn some situations, a paj^cicularly advanced 
Studerit could given the role. The instructor's discretion should be 
used in choosing the most effective approach. 

DISCUSSION QUESTIOf^ 

. 1^ ^ ^ 

1. Wiat is thie employer trying to get from an ihtervic?w? 

2. How ccin^an Gmploycr tell if you are interested in the job? 
3p What are somtj ([uestions you m-ighh ask the Intorviower? 

4. is the right drr^^s for iiK^n/urxTK tx) wear bo an interview? 

5'. Is j( : imjt iiTx nccus.sa; y to cjo for v,]cond interview? 

6: Wlial an J sc^ii^i' things you rsliould not < j< . Jurit^) an intervi(.•w?' 
(r^^^mpleI;: r/itrriF^ rn chair, fxx)r r.^e contac:' l-MMng Iocj nervous;, etc.) 



N03ULE III 



1^ 

^ UNIT III- 



' -// rm JOB INTERVIEW. 



Lesson 3.2 



Job interview Practice Session I - Preparation 



_0BJEeri\7ES 



Following the classroom discussion: 

1. . Students will knew, the most ccn^ionly, asked 
"questions in a joB interview. ^ 

2. Students will prepare to participate in an 
interview practice session. 



Job Interview Questions 



SUGGESTE D M E T HCO^aGY 



"The I^st Asked Questions 
In a Job ' interview" 
Wbrksheet 3.2.1- 

Discussion of the structure 
of the practice session for 
the rest of the class .ariod 



MATERIALS 



"The MDSt Asked Qfestions m _ _ _ 
a Job Interview" Worksheet 3.2.1 



OPTK^sIAL ACTIVITY 
*Finding Your First Job 



*lbid. 
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k7X3V7le3ge of , tiie: job. )^ 



1. Mhat tooulfl sou 

2. In «liat of {s^ii^im 1^ ybli ^pt jjntteapejjja^ 

3. Why So yoii tibS^'^ypu^^i^^ 1/ 3 to ^rk iqpr our don^anyf j» 

4i tOi^t Jofce have ycu l3eld> 1^ they obtuuiiea; m you leave? 

5; . f^t dbL ypu^lm 

6, . ftiat i£e yclij: lii^^ -"^ - 

t . do 3^ think ym tiu^ |faSic3c^^ of job? 

8* pm 



9* 




fran^cevlous^e^ 



dbout oisc ckir service? 



W^Y^ ibdldjn§ fioar ja psmfimt or a^*^^ 



x4« iinat^ Kinci ot wont. WDScesw. 
16^1^. job nrtrher thm 
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MOIXJLE III 



UNIT III THE :J0B IOTERVIEW 

Desson 3.3 Job Interview Practice Session II 

Videotape Mock Interview 



BEHAVIORAL OBJECTIVES 



Following the classroom discussion: 

1. .Students will have practiced, the 

appropriate interviewing skills, 

2. Students will have obtained coh-^- 
structive feedback on their , 
interv^iewing skills. 



CCH>3TENT 

Job interviewing Skills 



SUGGESTED 




MATERIALS 

Videotape .eguiprient- ■ i/^'f 
Worksheet- 3.2.1 
Observer Workshieet 3.3.1 



Videotape, practice session 
using mbck interviewer 
situation ^ /' 

Obsei^er f^^edback to student 
from Observer Feedback Work- 
siheet 3.3.1 



OPTIONAL ACT3 
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. . . V ' \ ' 

- M^UIiE III 

UNIT iii ' niE JOB INTERVIEW ' 

.v>'ljesson 3-3 Job Interview Practice Session II- 

Video Tape Mock Interviews 

CBSEf^VmL V^RKSHEET 3.3.1 

Ctoserve i±ie person who is being interviewed and check responses,. Be 
fXDsitive and honest;.'*' ' . ,n 

I . Non-verbal Behavior . . 

A. Eye Contact ' ' 

- - looks directly at person being spoken td 

looks down at the floor or feet 

stares ; 

' usually looks directly at person 

_ _ _ ^ 

looks away - not directly facing person 

B. Posture ' ' 



- sits slumped in chair 

_sits very straight, sitiff^ 

^ \ 

- sits relaxed but not sliaanriped 



1^ 



C. Physical Mo^^nients " ' 

wringing hands, etc. 

keeps head dc^vn ..^ ^'-^ 

' m^es hands - to talk : --i^ 

seCTis confortable and relaxed ^ t-- 

D. Facial Expressions ^- 

- ' smiles a lot : ^ ' 

frowns a lot 

facial expressions go with vtet the perspi} is saying 



ii. Verbal Behavior 

A. What the person is saying 

repeats words 

I • - - rambles a lot 

ideas well put, you . undkrstand 
. - 

: ' • * .171 
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UNIT III 
Lesson 3.3 



THE JOB INTERVTEEW 



MODULE III 



Job Interview Practice Session II ~ 
^ video Tape Mock Interviews (continued) 



B. Voice 



too loud 
too soft 
good 



C. Speech 



tcb fast 
repeats words 
too slow 
good 



X.- 



S3 
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MODULE III 



UNIT IV JOB SEEa<ING SKILLS 



i 



Unit IV presents the student with several practical 
fecimiques and helps develop the skills necessary 
for a successful job search. Unit TV also atteinpts 
to introduce the student to oonminity job seeking 
resources and presents a plan v^ereby the student 
can practice lising the resources in the most 
effective manner. 




Lesson 4.1 mtroduces the student to the "Job 
Interest Interview Questionnaire" and explains 
hc^ it should be used. Ihe student is to find 
sonfeone working at a job or oonpany in v^^ich 

he/she is interested. He/she then interviews 

tJ _ _ _ __ _ ___ v 

th^^ per^n reports bad^to the ^ciass, his, 

fihdiTK^s. 

Lesson 4.2 is the actual class presentaition of 
informatiorf^bbtaihed during the interview, 
"^' tesson^^. 3 introduces an activity desa^^^^b^ assist 
the student to better undeifstahd and WMgm^rely 

use the "atploynient want ads". --V^: ^ 

Lesson 4.4 suggests that the teacher arrange for . 

a speaker to talk on the "Job Service" and how 

- — > — > ' ^ 

the student can ,use the service. ' 1 

Lesson 4^5 suggests that the students visit a 

Job Service Center and make application for work. 

All of these exercises are practical steps toward 

c±>t^i3iing the jobs of their choice. , 



MODULE III 



UNIT IV JOB SEEKING SKIUjS 

ijesscm 4.1 Job Interest Interview 



BEHAVIORM^C 



Following the classrodn discussion: 

1. Students will becane familiar 
with the use of the Job Interest 
Interview Questionnaire. 

2. Students will be prepared to conduct 

a Job Interest Interview and report ,::<^j^ 
the information back at the next 
class session. 



COiSlTENT 



SUGGESTED METHOXDIDGY 



Job Se^lrch Techniques 




Explanation of -_ how_ ti^' 
use the Job interest , 
Interview C^estionnaire 
Worksheet 41.1.1 

Discussion 
intervieiW ;Assi' 
for the week 




Worksheet 4.1.1 
Blackbocird, chalk 



OPTICAL 



IVITIES 



*"Finding Your First Job" 



*l4:Dariiels, Qgvfeit. , Chapter II. 
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MODULE III 



UNIT IV JOB SEEKII^ SKILLS 

Lesson 4.i Job interest Interview 



SUGGESTED TEACHING TEGHNIQUES 



L.D. E.;H. E.M.H. 



Students should be instructed to pick out a business or public agency 
where the type of job they are interested in exists . "They then need to 
call and talk to someone v^o is currently doing that job. They should 
then explain that they are^ a .college student who needs to interview 
than for a class ijrt^ "career search" . The student will then use the 
"jQb;.;thterest Interview" form as a guide to asking questions during 
the interview. 

-A ^ 

The student is encouraged to take notes for his/her^Jfesentation to 
. . . ...... . . 

tlie class the following week. Each student is expected to do at 

least one;' inCervi^ew and make a presehtatioh. Some students of course 

will have difficulty following through and conducting tj^' intisiview. 

Some t infes . students feel inbre ocmfbrtable if they can do the interview 

jointly with another student. Otherd' may Mg^g|^*mduct the interview 

over the phone, ft is suggested to only q^^^^^^^^Bbrie 'iiiterview as 

a last resort, as much more is gained fe^J^^^^HSinteiv and:?a.> 

visit to the vx^rk site. '^^PT- 



This particular activity may need extra class sessions,^ but the potential 
gain is worth spending extra time assisting the students to gain the 
confidence needed to ccnpiete the exercise. The instructor will 
probably need to spend individual time with sane students vto find 
this type of activity difficult. 
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MODULE III 



uisiiT IV . 

tjesson 4.1 
Worksheet 4.1.1 



JOB SEEKIiSfGaSKILLS 
Job interest Interview 



1. Name of occupation fc^ ip^T 



-^''-j? 

^'Jfiil ^Interest Interview Questionnaire" 



2. Typical duties for thi^;^ 




trxon : 



3. Other occupations similar; t)r related to this one: 



4. What Rinds of business or industry offer employment in this occupation? 



5. ^jocal firms enploying people in this occupation 



6. Are those positions currently available in our local area? Yes No 
Where? ^ 

7. Is part--^ie CTployment available in this or similar occupations in our 

> ' local area? Yes No 

Where? 



EKLC 



Educational Preparation Requirements: ^ y 

a. ^igh School Graduation? * ''^^^^ 

b. College or Trade-tebh School? i^ 

c. What local schools or, colleges offer subjects in this occupation? 

i_ — _____ _____ i _ _. 

d. Cost for this training? 

Number of months -or years preparation beyond high school? 



f . is on-the-job training available? _ Yes No . 

g. Arc apprenticeships' available for this occupation? ^ Yes No 

h. What high school subjeq^ are useful to prepare for this occupation? 



9. Is experience' necessary to enter 'this occupation? -^-.^^ Yes No 

isi^lOi Must you joi|i a Union to enter this occupation? ^ Yes | No 

; 11 . Aire ,you required'^o have a license or certificate to enter this 
occG^atibh? j Q 



Investigating Careers, continued: 



12. Personal qualifications for this bccupatibh: 
a. Personality traits -— 



13. 



14. 
15. 
16. 
17. 



b. Special Interests 

c. Physical Skills 

d|i,j^^-Physical Demands 



V'vbrking conditions for this q|tcupation : ' 

a . Hours ^^Yl 

b. yitork nights? 



Week 



c. 
d.' 
e. 
f . 

g. 

h. 

i. 

D- 
k. 

1. 
m. 
n. 
o. 



Unusual health or safety hazards? 

Is the job physically tiring? ' 

Will you be required to rriaet the public? 

- - _ - e ' 

Will you vvork alone much of the time? 

Will you have to make decisions? 

Will ydu .have responsibilities;? 

Wiii you work indoors, outdoors, or both? 

Does the work have variety or is it routine? -— 
Does .this job require concentration for long periods? 

Will the work be regular or seasonal? ^' 1^ 

Will there be much noise?^. 
wiii you be required to travel? ^ 



Yes 
Yes 
Yes 
Yes 
Yes 
Yes 
Yes 



Yes 



r 



Wi 



11 you be work^g prim^^ly with thiirigs, people, or id^s? 



No 
No 
No 
No 
No 
No 
No 



No 



No 

No 



lllat i^ the start^^c 



Paid .weekly 



^ E^^ry w> w^ks 



, Top salaryi: ^n this occupati 
Advancement opportunities? ^' 
To what positions? 



- /H ourly - Weekly - Monthly 
y Monthly J ; 



Salary 



What fringe 4^nefits^ aire offered? (Insurahcp^^acations, Si,ck^ Leave, 
I .J^tirernent^ Jt:G/ ) - ^ 



/ 



Invest igat Lng Careers, continued. 



/ 



19. Are uniforms or special clothing required? Yes ^^o 
Does the enployi ; furnish theiri? Yes No 

20. Are special tools or equipnent required? Yes No 
Does the anployer furnish thcan? Yes No 

21. Does this job offer security? Yes No 

22. Does this job require security clearance? Yes No 

23. What do you like afcout this occupation? ^ 



Advantages : - 

. _. . . -: — — : — ■ ■ /^.;r{^J 

24. \>lhat do you dislike about this occupatiq^ 



Di sadvantagesj^S^ 




25. What is the^Jrai^^^jenaplbyment outlook fdt this occupation? Will grow? 

fie samd? Decline? 



26. How many peopm^fflre enployed in this occupation? 

27 . Woul^ you expect this occupation to be your life career? Yes 



No 



a stepping stone to " 



. ^<r\^ - . - \ _____ 

28. Have you discussed your career glans with your parents? Yes No 
What is their opinion of this occupation? 



3 



MODULE III 



UNIT iV 
Lesson 4.2 

BEHAVIORAL OBJECTIVES 




f Interest Interviews 



Following the classroor dih-rxasslon: 

1. Students will have presented to 
the class the result; of their 
interest interviews. 

2. The students will have gained 
knowledge and a contact :3eir3on 
in their job area of in-:zrest. 



Job Information 
■>job Contacts 



SUGGESTED Ni: I^COOLOGY 



Class p^sentation of 
information from interest 
i;:Yterviews . 



MATERIALS 



StucLmt Ccjrpleted Interest 
Interview ' Fonns 



Q'PTi€mL .ACTIVITY 



*^Finding"Your First Job 



MODULE III 



UNIT iV JOB SEEKING SKILLS 

tesson 4.3 Understanding the Want Ads 



BEHAVIORAL- OBJECTIVES 



^ Following the classrocm discussion: 

1. Students will be able to effectively 
use the classified advertisonent 
section of newspapers in their Job 
Search . 



<X3iSITENT 



Classified Job. Advertisements ^ 



Discussion on tow to 
use the Want Ads - the 
student's experience 



"Job Want Ads" Worksheet 
4.3.1 



' MATERIALS 

Worksheet 4.3.1 

-• -__ - o 
Copies of classified sections 

of newspaper 




OP TICNM. ACTIVITY - 

■ 7 

* "Finding Your First Job" Q 



^McIDaniels; C^ ^ c r t ; , ehaptef V, 



MODULFJ III 



UNIT IV 
: Lesson 4 ; 3: 
WDrksheet 4.3fei 



JOB SEEKING SKILLS 

/ 

Undcirstanding tiie Want Ads 
: "Job Want Ads": 



in wa3^£ ads, inany abbreviations are Used _^to, save space. In order to 
understand vAiat you'll be reading, find out v^at tSe ' abbreviations 
stand for. Match want ad abbreviations to correct vvorcj below. 





il. Lis'tLdd below are sonfe sanpie help wanted ads. Read the ads and 
notice €he informatioh given about. each job, and thdn^^^swer the 
questions .^^^t follow: - , - :K 



a. appointment 

b. fcnday through Friday 

c. part time 

d. High school 

e . ' Phoenix j 

f. ' words 'per minute 

g. . office 
graduate 

, nec^^ary ^ 
■ aftejfncbn or evening 
experience 

y 

lefits 
trainee 
tgirpor ary ^85^ 



h. 

i. 

j- 
k. 
1. 
m. 
n. 
Q. 




, UJBE & PARTS CHASER 

inpo'rted car seller needs 
hard working ^jnaan owi^ exp^ 
Oiiver's lie. nec; GpqS ^ 
conditions & chance- ;:6^^^dvanceiTent 
Apply in person. Mr.'' Saff'; 25 Valley . 
Dr. , Phx; . 





^ _ W^; 768-T2343,oi: ^^t 



W?\NTED 

nursing hcma . " 
ge ^nfts.' Call 



a.m. - 12 noon 



tCDULE III 



HELP WANTED 

VMTRESSES - - exp. over 18 , 
Apply in person between l-A p.m, 
Ited's Steak House> 19 S. Park St. 



.HELP W?yvJTED , 

Parking Lot Attendant 
plti apply 738 S. 2nd 
: 'Jo Davis / (Xmer. 



HELP WT^STTED - EMPDOYMEOT ^CSJ^CIES . 
HOUSEKEEPERS , COOKS , iVlMDS , GZ^ENERS . King piplbyn^t . -Agency 
52 Oak, 621-1121. r^fest fee. . , ^ >; ^ 



■ • # # # # ^ #.;.# # # # - : - 

Use help wanted ads [ td find. ' answers to the fdlldwihg questions: 
1. What time should you call tb ask about nurse's aide job? 



2. What is nuhixitum (youngest) age for waitresses at Ted's Steak Hduse? 



3. What is the address: and v>^to is the owner of the packing lot?_ 



4. Besides experience, vtet else is needed to get the job as a lube and 
parts man? : : - / • ' -- — 



'5. Vtot is the teleph^!iip.nt3iT±)ef of the King 

If \^it^t a .j^ through^ thejn, v*eo would pay th^ fee? 



UfilT IV " 
Lessblf^4.4 



BEHflVIORAL OBJECTIVES ^ ^ 

Fdllcjwing the classroctn discussion; 

- °' 1. Students ^wiii be informed cxDnceming 
the otpioyment services ayail^le 
\ ' throogh-the Job Service and qrploy- 

ment agencies; 



Ocnimmity EStiplc^ntent Services 



* A guest sp^ker frGm_^ 
the Job Service depart- 
n^t (D.E.S.) 



A: discussion of private - 
^T^loyment agencies arid 
Vocational Rehabilitation 



MATEFUALS 



UNIT IV JOB SEEING SKILLS 

Lesson 4.5 . Job Service Practice EScercise 



BEHAVIORAL OBJECTiyES 

Folla^/^i^g the ciassrodn discussion: 

1. The stud^ts wiii Have actually gone - 
through the Job Service process of 
* . job search. ; 



■ SUGGESTED METHeOOLOGY 



Glass visitation to 
Job Service Center 



Student assignrrent to visit 
a Job Service Center and 
make application. 



Transportation for students 
• QPTiqSIAL ACTIVITY 



B IB LIO GR^ P4i^ 
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